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It  was  very  gratifying  to  see  so  many  of  you  at  the  Regional  Meeting  in 
Kansas  City,  Missouri.  There  were  twenty-one  states  represented  and  a  good  many 
friendships  were  renewed  and  many  were  becoming  acquainted  for  the  first  time. 
I  want  to  take  this  opportunity  to  thank  all  those  who  helped  to  make  the  meetings 
so  worthwhile  and  interesting  and  the  social  events  so  pleasant. 

A  successful  trial  run  was  made  of  the  slides  and  script  to  accompany  FILE 
IT  RIGHT  at  Kanas  City.  After  a  bttle  more  editing  the  slides  and  script  will 
be  available  for  affiliated  associations  to  use  for  programs.  A  rental  charge  will 
be  made  to  groups  not  affiliated  with  NAES.  Please  contact  Martha  S.  Luck  for 
arrangements  for  the  use  of  these  slides. 

A  panel-skit  on  PROFESSIONAL  STANDARDS  FOR  THE  EDUCATIONAL 
SECRETARY  was  another  high-light  of  the  Regional  Meeting.  Copies  of  this 
panel-skit  are  available  to  affiliated  associations  and  may  be  secured  by  writing  to 
Corinne  Messenger,  Chairman  of  the  Professional  Standards  Committee. 

The  Handbook  Committee,  under  the  capable  leadership  of  Eleanor  Egner,  is 
making  considerable  progress  on  our  next  publication.  By  this  time  you  have 
probably  received  the  job-analysis  questionnaire  which  w£is  compiled  with  the 
assistance  of  the  Research  Division  of  the  NEA.  If  you  have  not  done  so,  please 
return  this  questionnaire  immediately.  We  need  your  eissistance  and  are  anxious  to 
get  a  good  return  for  compilation  for  the  use  of  the  Handbook  Committee. 

I  wish  to  report  that  your  president  has  been  a  very  busy  person  for  the  past 
three  months.  I  have  been  away  for  a  portion  of  almost  every  week  attending 
state  meetings,  local  meetings,  workshop  meetings,  and  representing  our  Association 
at  NEA  meetings.  Believe  me,  there  is  not  a  spare  minute  with  a  full-time  job 
and  trying  to  keep  up  with  these  contacts  and  with  the  heap  of  correspondence. 
My  “b^s”  and  Board  of  Education  have  been  very  generous  in  allowing  me  the  time 
to  make  these  trips. 

Because  of  the  pressure  of  added  responsibilities  at  home  and  the  great 
amount  of  time  that  is  needed  to  carry  on  the  work  of  our  Association,  I  find 
it  necessary  to  decline  the  honor  of  being  a  candidate  for  the  presidency  for 
another  term.  However,  I  want  to  assure  you  eind  our  next  president  that  I  will 
do  all  I  can  to  assist  in  a  more  limited  capacity. 

I  want  to  take  this  opportunity  to  thank  all  the  officers,  members  of  the  Execu¬ 
tive  Board,  and  all  the  others  who  have  given  of  time  and  effort  for  the  professional 
growth  of  our  Association.  Without  your  ideas  and  help  we  could  not  have  made 
these  strides,  and  I  am  indeed  grateful  to  all  of  you. 

I  hope  to  be  seeing  a  good  number  of  you  this  summer  at  our  various 
activities. 


Emma  G.  Castner 
President 


ifwolv  imi  % 

HILLYARD^ 

PRODUCTS 


uoaovuiJL 


with  any  school  floor  problem 
Call  on  the  Hillyard  Maintain* 
eer.  He’s  a  trained  floor  expert, 
one  of  a  nationwide  staff, 
located  near  you.  He  will  make 
a  complete  flOor  surrey,  assist 
your  staff  in  proper  methods 
Advice  and  help  are  free. 

.%  .am  yamr  atmff,  nM  jromr 


the  "shorthand  way  to 
efficient  maintenance 


•  SUPER  SHINE-ALL  —  neutral 
chemical  cleaner 

•  HIL-SWEEP — non-oily  dressing 
for  asphalt  tile 

•  SUPER  HIL-BRITE  —  water-re- 
sistant,  slip-resistant  wax 

•  STAR  GYM  FINISH — a  tough 
non-skid  topcoat 

•  ONEX-SEAL — protects  cement, 
terrazzo,  tile  and  marble 

•  WOOD  PRIMER — wood  sealer 
and  foundation  coat 

.  .  .  and  proved-in-action 

treatments  for  every  type 

of  floor. 


4 


OTHER  OFFICERS  AND  EXECUTIVE  BOARD  MEMBERS-1953-1954 


CORINNE  MESSENGER 
2nd  Vice-President 
North  Littie  Rbck. 
Arkansas 


MARTHA  S.  LUCK 
1st  Vice  President 
Chieaio  1 1,  Iliinois 


ELLA  MAE  FLIPPEN 
3rd  Vlea-Prasldeht 
Jefferson  City,  Missouri 


CHARLOTTE  L.  PARR 
Reeordini  Secretary 
Eugene,  Oregon 


AGNES  HANSEN 
Corresponding  Secretary 
Cedar  Fails,  Iowa 


MELBA  DEMAREE 
Treasurer 
Franklin,  Indiana 


EDNA  ATKINSON 
Junior  Past  President 
Onk  Park,  liliiiuis 


ORA  S.  OOLSEN 
Executive  Board 
Detroit,  Michigan 


MILDRED  BYERLY 
Executive  Board 
Shamokin,  Pennsylvania 


iARA  E.  MILNER 
Executive  Board 
Atlanta,  Georgia 


MARTHA  RAHE 
Executive  Board 
Denver,  Colorado 


FANNIE  BILLINGS 
Parliamentarian 
Dallas.  Texas 


5 


MAKE  120  BRIGHT  COPIES  A  MINUTE 
-IN  I  TO  4  COLORS  AT  ONCE  OF  ANY¬ 
THING  YOU  TYPE,  WRITE,  OR  DRAW 


•  NO  MATS! 

•  NO  STENCILS! 

•  NO  INKING! 

•  NO  MAKEREADY! 


Cl/ 

MAKI  COPIIS  OF 

POSTERS 
NEWSPAPERS 
LESSONS 
EXAMINATIONS 
PROGRAMS 
DRAWINGS 
OFFICE  FORMS 
OUTLINES 
GRAPHS 
ATHLETIC 
SCHEDULES 
TICKETS 
BIBLICGRAPHIES 
NOTICES 
LECTURES 

. .  ANYTHING  YOU 
WANT  DUPLICATiD 


WeiA) 

ditto'  d-io 

LIQUID  PROCESS  DUPLICATOR 

with  MAGIC  Fingertip  Copy  Control  for 
All-Over  Brightness  of  Every  Copy 

•  The  new  Ditto  D-10  provides  the  quickest,  most 
economical  and  most  satisfactory  way  to  make 
copies.  It's  ready  for  instant  use:  your  original 
writing,  typed  sheet  or  drawing  is  your  “Master" 

No  stencils  to  cut,  no  type  to  set,  no  inking,  no 
makeready.  You  turn  out  1 20  bright  copies  a  minute, 
in  one  to  four  colors  at  once,  on  varying  weights  of 
paper  or  card,  in  sizes  from  3  x  5  up  to  9  x  Minches. 

MAGIC  CONTROL  INSURES  BRIGHT  COPIES 


The  sleek  lines  of  the  D>10  proclaim  worthiness  within.  It 
has  smooth.  Balanced  action,  it  has  wear-and  corrosion- 
resisting  stainless  steel  parts.  Magic-copy  control  makes 
every  copy  clean-cut  and  bright.  Sure  and  simple,  D-10 
mokes  an  expert  of  every  user.  Let  us  prove  it  —  you 
be  the  judgel  DITTO,  Inc.  631  So.  Oakley  Blvd. 
Chicago  12,  III.,  Branches  In  Principal  Cities. 


DiMONSTBATION-NO  OBUGATIONI 


«  < 
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MARY  E.  CARROLL 
Editor 


MARIE  M.  BEATTY 
As«i*tant  Editor 


By  the  time  you  read  this  page  you 
will  be  busy  with  end  of  the  school  year 
activities,  and  plans  will  be  well  under 
way  for  the  year  to  come.  Plans  will 
be  under  way,  too,  for  summer  travel 
and  study  as  you  will  have  received  the 
brochures  of  the  institutes.  Won’t  you 
try  to  complete  plans  for  the  subjects 
you  will  take  and  send  your  registration 
in  immediately? 

The  current  year  in  the  association 
will  officially  end  in  July  during  the 
convention.  Some  of  the  officers  feel 
they  cannot  run  again,  and  certainly  it 
is  understandable  when  the  calls  on 
time  and  energy  are  heavy.  Especially 
time  consuming  are  the  demands  on  the 
president.  Our  deepest  appreciation  goes 
to  Emma  Castner  for  the  manner  in 
which  she  has  carried  forward  the  Na¬ 
tional  Association,  always  working  for 
the  best  professional  interests  of  the 
organization.  Her  advice  will  be  sought 
often  and  it  is  hoped  she  will  continue 
her  activities,  even  on  a  modified  scale, 
with  local,  state,  and  national  groups. 

During  the  last  year  every  state  in 
the  Union  and  Hawaii,  too,  was  repre¬ 
sented  at  some  educational  secretaries’ 
meeting.  We  have  talked  about  our  or¬ 
ganization  being  international,  but  we 
know  little  about  the  duties  or  responsi¬ 
bilities  of  school  secretaries  of  other 
lands.  With  the  idea  that  the  more  we 
know  and  understand  our  neighbors,  the 


better  persons  we  will  be,  we  have  con¬ 
tacted  several  countries  to  try  to  get 
the  secretary  herself  to  write  to  us.  One 
article  is  a  survey  of  the  British  Isles 
and  European  countries  made  by  an 
American  teacher  traveling  and  studying 
there.  So  it  is  that  across  the  ocean 
Isabella  International  stretches  hands  to 
greet  Nancy  National  with  buenoa  dias, 
aloha,  and  herzlirhe  Glueckwuenache. 
Next  year  may  we  hear  direct  from 
other  lands. 

With  this  final  number  we  say,  “Thank 
you  for  the  opportunity  of  working  on 
the  magazine;  we  have  enjoyed  visiting 
with  you  through  its  printed  pages.” 
We  have  appreciated  the  letters  you 
have  sent  about  articles,  —  sometimes 
asking  permission  to  reprint  them  and 
often  asking  for  extra  copies.  The  growth 
of  this  official  publication  of  the  Na¬ 
tional  Association  of  Educational  Secre- 
aries  can  be  successful  only  when  edi¬ 
tors  know  the  desires  and  needs  of  the 
readers. 

Our  best  wishes  go  to  the  new  editors 
and  staff  who  will  build  the  Secretary  in 
the  coming  years.  May  you  find  the 
work  as  rewarding  and  as  challenging 
as  we  have  found  it. 

Until  we  meet  this  summer  for  the 
national  convention — ou  revoir  and  auf 
Wicdersehen  from 

Your  Editors, 

Mary  and  Marie 
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ABOUT  OUR  AUTHORS 


Mrs.  Melba  Wixom  is  a  teacher  of 
speech  and  radio  workshop  in  the  Wau¬ 
kegan  (Illinois)  Township  High  School. 
Her  radio  students  broadcast  weekly 
over  WKRS  at  Waukegan. 

A  Fulbright  Fellowship  coupled  with 
a  sabbatical  leave  from  her  teaching 
duties  took  Mrs.  Wixom  to  Europe  and 
the  Biitish  Isles  where  she  is  spending 
the  1953-54  school  year  in  first-hand 
study  of  the  English  and  continental 
theatre  and  schools. 

Mrs.  Wixom  is  a  native  of  Illinois, 
has  her  A.  B.  from  MacMurray  College 
and  her  A.  M.  from  Colorado  State 
College  of  Education.  For  the  past  two 
summers  she  has  been  in  straw  hat 
stock  at  Chevy  Chase  Summer  Theatre 
where  she  had  complete  charge  of  the 
box  office  along  with  doing  bit  parts 
and  backstage  duties. 

Her  boundless  energy  and  enthusiasm 
for  people  make  her  an  especially  good 
“Ambassador”  for  the  USA  on  her  year 
of  foreign  study. 

Miss  L.  Brauckmann,  the  educational 
secretary  from  Germany,  is  secretary  to 
Director  Otto  Stursberg  at  the  Real- 
schule  fur  Juntjen  in  Dortmund,  Ger¬ 
many.  Her  day  sounds  much  as  that  of 
the  educational  secretary  in  any  of  our 
American  schools  except  that  her 
school  is  composed  entirely  of  boys. 

Your  editors  were  able  to  print  this 
very  interesting  letter  from  Miss 
Brauckmann  because  Mr.  Stursberg 
travelled  in  the  United  States  last  fall 
and  the  Chicago  suburban  schools  were 
among  those  schools  visited.  He  was 
educated  at  Oxford  University  where  he 
received  a  Certificate  of  Proficiency  in 
Spoken  English  and  since  then  has 
written  and  published  a  series  of  six 
textbooks. 

It  is  interesting  to  learn  about  a  day 
in  the  life  of  a  school  secretary  in  Ger¬ 


many,  and  we  appreciate  much  Miss 
Brauckmann  writing  to  us  and  Mr. 
Stursberg  translating  her  letter  in  order 
that  we  might  understand  her  message. 

From  six  years  of  experience  in  her 
present  position,  and  written  in  English, 
Miss  Siimiko  Tada's  descriptive  article 
spans  the  Pacific  to  tell  us  about  her 
day  as  secretary  to  the  president  of 
Kobe  College  at  Nishinomiya,  Japan. 

The  youngest  of  four  daughters,  Sumi- 
ko  lives  at  home  with  her  parents.  She 
graduated  from  Kobe  College  in  March, 
1947  and  worked  in  the  English  depart¬ 
ment  for  a  few  months  before  taking 
her  present  position.  Like  many  of  us 
she  is  a  doting  aunt  as  she  has  four 
nephews  and  three  nieces  whom  she  en¬ 
joys.  In  spare  time  she  takes  part  in 
church  choir,  various  church  groups,  and 
in  the  Japan  Association  of  University 
Women.  She  collects  children’s  books, 
reads,  and  paints,  and  she  studies 
French  in  addition  to  the  reading  classes 
in  English! 

Do  you  think  you  would  be  able  to 
learn  Japanese  and  be  able  to  speak, 
read,  or  WTite  it  as  beautifully  as  does 
our  neighbor  across  the  ocean?  Thank 
you,  Sumiko,  for  sharing  yourself  with 


Today’s  Secretary,  published  by  Mc¬ 
Graw-Hill,  carries  a  list  of  shorthand 
terms  used  frequently  in  education  of¬ 
fices  compiled  by  Mrs.  Marjorie  da  Costa 
of  the  NEA  headquarters  staff.  From 
time  to  time  such  lists  of  shorthand 
terms  are  carried  for  various  lines  of 
work;  we  are  particularly  happy  that 
Mrs.  da  Costa  compiled  such  a  list  of 
educational  terms. 

At  the  time  this  magazine  goes  to 
press  we  are  unable  to  give  the  exact 
issue  in  which  the  list  appears,  but  it  is 
hoped  you  will  have  found  it  useful  long 
before  you  read  this  paragraph. 
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THE  EDUCATIONAL  SECRETARY  IN  BAVARIA 

MELBA  REID  WIXOM 

Waukegan  Township  High  School,  Waukegan,  Illinois. 


•‘Oh,  that  girl  was  a  good  student 
here  who  has  been  helping  out  for  a 
while  before  she  is  married.” 

In  Switzerland  a  school  official  re¬ 
marked, 

“Well,  I  don’t  know  much  about 
school  secretaries.  Miss  Gabe  was  here 
when  I  came.  She  keeps  track  of  the 
school  records.” 

I  began  to  be  frightened  by  the  pros¬ 
pect  of  a  report  which  stated,  “Euro¬ 
pean  educational  secretaries  have  no 
status.”  Then  I  came  to  Western  Ger¬ 
many,  to  Munich  in  Bavaria,  and  I 
found  all  was  different. 

Before  we  condemn  the  status  of  most 
European  Nancys,  we  must  remember 
that  schools  here  are  smaller,  less  com¬ 
plex  in  organization,  and  offer  fewer 
services  than  comparable  schools  in 
America.  The  principal  usually  teaches 
one  or  two  classes,  keeps  the  records, 
answers  his  correspondence  (which  is 
slight  since  business  is  transacted 
through  the  Ministry  of  Education)  and 
has  time  to  have  talks  with  parents. 


But  the  principal  or  director  in  West¬ 
ern  Germeiny  has  considerably  more  ac¬ 
tivities.  Here  schools  are  large,  re¬ 
building  of  class  rooms  is  going  on  at 
top  speed,  records  are  extensive  and 
well-kept,  new  books  are  constantly  ar¬ 
riving,  post-war  occupation  and  influx 
of  refugees  bring  new  problems  to  the 
school  administrator.  If  he  is  to  have 
time  for  these  duties,  he  must  depend 
upon  a  well-organized  secretarial  staff 
to  make  decisions  and  interpret  policies 
of  the  school.  And  that  kind  of  staff 
is  just  what  operates  in  the  German 
educational  system. 

The  first  things  I  noticed  about  the 
German  secretary  is  that  when  she’s 
outside  she’s  always  wearing  a  rain 
coat,  carrying  a  brief  case,  and  riding 
a  bicycle.  Remember  Marlene  Dietrich 
and  her  tan-belted  wrap?  It’s  almost 
as  national  as  the  dirndl  dress.  In  the 
brief  case  are  lunch  materials,  for 
restaurant  prices  will  not  permit  her  to 
eat  out  and  most  schools  do  not  have 
cafeterias,  an  extra  skirt  or  apron  and 
books  and  papers  for  study. 

She’s  had  eight  years  of  primary 
study,  and  six  years  of  middleschule  that 
emphasized  commercial  courses  rather 
than  an  academic  program.  She  works 
long  hours  for  the  money  she  makes, 
usually  forty-eight  to  fifty-four  hours 
a  week  for  a  salary  of  160  to  320  marks 
per  month  ($40-80).  The  cost  of  living 
is  high,  so  that  her  salary  must  be  care¬ 
fully  guarded.  One  writer  said  that 
“the  American  secretary  could  buy 
about  140  pairs  of  good  nylon  stockings 
with  one  month’s  pay  check,  while  her 
German  counterpart  would  struggle 
along  with  20,  and  those  of  inferior 
quality  and  far  from  sheer.”  But  the 
German  secretary  has  good  social 
security  arrangements  with  health  in¬ 
surance. 

After  her  14  years  of  school,  she  has 
passed  a  special  examination  for  civil 
service.  The  test  includes  questions  on 
commercial  law,  politics,  language,  pub¬ 
lic  law,  social  and  political  economy. 
If  she  passed  this  test  satisfactorily, 
she  is  then  required  to  do  180  syllables 
of  shorthand  per  minute  and  240  strokes 
of  typing  per  minute.  It  is  interesting 


As  I  flew  over  the 
Atlantic,  I  kept  hear¬ 
ing  Marie  Beatty  say, 
“Find  out  what  you 
can  about  the  status 
of  educational  secre- 
tailes  in  Europe.” 

•This  reminder  has 
been  forthcoming  in 
monthly  letters  from 
your  assistant  editor. 
So  in  all  of  my  conti¬ 
nental  cavorting  I  have 
questioned  school  ad¬ 
ministrators,  ministers 
of  education,  bursars, 
and  workers 


JR  teachers 

in  school  offices.  In  my 
travel  and  study  in  France,  Belgium, 
Holland,  and  Switzerland  I  found  people 
working  in  the  offices  of  schools  but  no 
one  seemed  to  know  just  how  they  came 
to  be  there.  Nor  did  they  look  like  the 
kind  of  secretary  that  I  lean  on  so 
heavily  and  to  whom  I  dash  at  noon  and 
ask  if  I  can  have  a  script  typed  by  three 
o’clock,  and  have  it  done.  In  Holland 
one  administrator  said. 


to  see  where  the  emphasis  in  their  edu¬ 
cation  lies.  After  passing  these  require¬ 
ments  she  h£Ls  civil  service  status  and 
may  be  appointed  to  schools,  municipal 
or  state  hospitals,  gas,  water,  electric 
or  other  state  and  municipal  enter¬ 
prises. 

Now,  in  order  to  hold  that  position 
or  try  for  a  better  one  she  must  begin 
her  in-service  training.  This  is  a  series 
of  courses  taught  by  trained  laymen 
or  professors,  arranged  in  the  order  in 
which  they  are  to  be  studied  after 
working  hours  in  various  schools  and 
buildings  of  the  state  or  municipality. 
First  comes  a  course  in  German  social 
policy  within  the  last  one  hundred 
years.  This  course  ties  together  the 
various  social  study  courses  that  have 
been  taken  in  middleschule.  Since  these 
secretaries  are  in  public  offices,  their 
next  course  is  public  law  that  includes 
administration  of  the  Constitution, 
taxation,  both  revenue  and  expenditures 
at  all  government  levels,  commercial 
calculation  or  public  bookkeeping.  In 
order  to  deal  more  effectively  with  in¬ 
dividuals,  private  law  is  then  under¬ 
taken  with  attention  given  to  laws  per¬ 
taining  to  the  family,  juveniles,  and 
commerce.  Special  instruction  is  given 
to  issuance  of  checks  and  bills  of  ex¬ 
change.  The  fourth  area  of  study  is 
social  and  political  economy.  After  a 
study  of  the  background  material, 
present  laws  pertaining  to  social  in¬ 
surance,  money  and  banking,  and  the 
policy  of  cooperatives  or  state-owned 
utilities  and  schools  must  be  learned. 
This  series  completes  the  formal  course 
study,  but  there  is  more  required. 

Secretaries  must  attend  special  lec¬ 
tures  on  such  topics  as  the  family  in 
modem  Germany,  population  trends, 
continental  and  English  laws,  fundamen¬ 
tals  of  trade  unions  with  talks  given 
by  members  of  the  Eteutsche  Trade 
Union  or  Social  Democrats.  With  a 
divided  Germany,  special  talks  are  now 
being  given  on  administrative  policies 
in  the  Soviet  zone.  The  sixth  and  final 
study  is  concerned  with  all  forms  of 
communication  speaking,  writing  and 
reading.  Also  during  this  period  there 
is  an  opportunity  to  test  new  equipment 
for  office  work  and  learn  ways  to  use 
existing  material  more  efficiently. 

When  these  courses  are  completed, 
the  student  is  eligible  for  another  ex¬ 
amination.  If  she  shows  good  results, 
she  may  be  promoted  to  a  higher  po¬ 
sition  or  middle  service.  Here  she  is 
given  some  supervisory  duties  and  her 


administrative  aptitudes  are  surveyed. 
If  she  seems  to  have  the  temperament, 
knowledge  and  desire  she  will  be  ad¬ 
mitted  to  academic  instruction  for  the 
higher  service.  Here  she  takes  ad¬ 
vanced  courses  in  detail  for  administra¬ 
tion  in  civil-nonprofessional  affairs. 
This  instruction  includes  details  of  pub¬ 
lic  laws  in  such  areas  as  building,  edu¬ 
cation,  fishing,  hunting  (or  chasing  as 
it’s  termed  in  Bavaria),  forestry  and 
water  rights.  Further  study  is  given 
to  the  political  economy.  More  em¬ 
phasis  is  given  to  various  branches  of 
law — commercial  trading,  commercial 
budgets,  family,  marriage,  juvenile,  po¬ 
lice.  There  is  thorough  study  of  state 
policies  and  politics.  At  present  under 
this  subject  there  is  a  study  of  the 
laws  and  legulations  of  the  occupation 
forces  as  they  apply  to  German  society. 
When  this  series  of  courses  is  com¬ 
pleted,  the  secretary  may  take  another 
examination  for  the  higher  service. 

From  this  training,  one  can  see  that 
the  secretary  is  familiar  with  the  pol¬ 
icies  and  procedures  of  the  civil  agency 
with  which  she  works.  From  the  de¬ 
tailed  study,  she  knows  why  these 
policies  operate  the  way  they  do.  On 
the  basis  of  her  knowledge  she  can  in¬ 
terpret  policies  and  make  decisions  that 
free  her  administrator  from  mEiny  of 
these  tasks. 

Whatever  else  we  may  say  about 
the  educational  secretary  in  Germany, 
she  is  well-trained  for  the  position  that 
she  holds.  She  is  responsible  for  her 
own  advancement  and  is  playing  an  in¬ 
creasingly  more  important  part  in  pub¬ 
lic  life. 


The  Little  Things 

We  should  give  thanks  for  little  things 
that  go  to  make  the  whole 
Of  this  great  country;  where  each  man 
may  dare  to  call  his  soul 
His  very  own.  Where  children  laugh  and 
sing  and  romp  all  day, 

And  wives,  secure  and  happy,  go 
serenely  on  their  way. 

Small  privileges  freely  shared  which  set 
us  quite  apart. 

Ought  to  inspire  a  paean  of  praise  from 
every  grateful  heart. 

— Louise  Mae  Hogan 

The  California  School  Employee, 
March,  1954 
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Add  to  your  enjoyment  of  the  trip  to  the  convention  at 
Eugene,  Oregon  July  23-25.  Go  on  The  Milwaukee  Road’s 
famous  Olympian  HIAWATHA  with  the  only  dome  cars  to 
the  Pacific  Northwest.  Leave  Chicago’s  Union  Station  at 
3:00  P.  M.  CST,  arrive  Seattle  9:30  A.  M.  second  day.  Con¬ 
venient  connections  there  for  Portland  and  Eugene. 


Wide  choice  of  accommodations  on  the  Olympian  HIA- 
WATH.4.  Reserved-seat  coaches  with  leg  rests;  Touralux 
sleepers  that  save  on  berth  cost  and  rail  fare;  private-room 
cars  with  Sk3rtop  Lounge.  Everyone  welcome  in  the  Super 
Dome  without  extra  cost. 


Pacific  north  coast  holiday 

Take  some  extra  time  for  a  vacation  in  the  Evergreen 
Playground  around  Seattle  and  Tacoma.  Visit  Mt.  Rainier 
and  the  Olympic  Peninsula;  enjoy  a  ferry  or  steamer 
cruise  to  the  San  Juan  Islands,  Victoria  and  Vancouver 
^  in  British  Columbia. 


For  information  and  Pacific  Northwest  vacation 
booklet,  write  to  Harry  Sengstacken,  Passenger 
Traffic  Manager,  708  Union  Station,  Chicago  6. 


HANDS  ACROSS  AN  OCEAN  GREET  NANCY 


-  -  From  Germany 

March,  1954 

Dear  School  Secretaries: 

You  want  to  know  something  about 
my  woik.  I  am  already  engaged  in 
school  secretarial  work  for  a  long  time. 
Before  I  came  to  my  present  place,  I 
worked  at  a  school  which  trained  young 
people  for  an  administrative  job.  Now 
I  am  a  secretary  at  the  Rc(tlschule  fur 
J ungen  which  is  a  secondary  school  for 
boys  at  the  age  between  10  and  16  or 
17.  This  type  of  school  is  not  college 
prepamtory  as  our  Ggninasien  are.  It 
trains  the  boys  for  practical  life  al¬ 
though  it  is  not  a  vocational  school. 

I  am  very  happy  to  woik  at  a  boys’ 
school.  As  the  whole  staff — with  a  few 
exceptions-  is  composed  of  male  teach¬ 
ers.  I  have  a  special  duty.  I  can  give 
help  in  things  of  minor  importance  but 
which  I  consider  to  be  essential  in  the 
bringing  up  of  boys  and  which  only  a 
woman  can  do. 

You  see  that  I  am  highly  interested 
in  child  psychology.  In  conversation 
with  my  friends  (welfare  officers,  med¬ 
ical  doctors,  teachers,  and  young 
mothers)  I  often  discuss  the  problems  of 
educational  help  because  the  postwar 
social  conditions  in  Germany  raise  many 
such  questions. 

Considering  these  facts  I  like  to  do 
my  job  which  consists  of  a  thousand 
minor  things  of  everyday  life.  The 
chief  duty,  of  course,  is  to  help  the 
principal  in  his  administrative  duties. 
I  do  the  correspondence.  I  answer  the 
telephone  calls.  I  announce  visitors.  I 
think  these  are  duties  every  secretary 
has  to  do.  During  the  school  day  staff 
and  students  come  with  many  ques¬ 
tions,  for  instance,  one  of  the  class 
reports  that  they  have  no  teacher,  a 
student  who  hurt  himself  during  the 
recess  comes  and  asks  for  the  address 
of  the  nearest  doctor,  another  student 
inquires  for  a  fountain  pen  he  lost,  an¬ 
other  has  been  invited  for  an  interview 
with  the  principal.  These  things,  of 
course,  interrupt  my  regular  duties,  but 


I  am  always  happy  when  I  can  give  my 
young  friends  real  help. 

The  shortage  of  school  buildings — 
many  were  destroyed  by  bombing  at¬ 
tacks — I’esult  in  the  shortage  of  class¬ 
rooms  (we  have  10  classrooms  instead 
of  the  20  we  want).  Thus  the  students 
attend  school  in  two  shifts,  one-half  of 
the  students  come  to  school  in  the  morn¬ 
ing  and  the  other  half  in  the  after¬ 
noon.  So  you  see  that  I  seldom  have 
a  quiet  hour. 

We  have  750  students  whose  records 
I  have  to  keep.  As  I  already  mentioned 
our  school  year  begins  at  Easter,  and 
this  year  250  young  students  want  to 
join  our  school.  You  can  imagine  what 
a  lot  of  woi-k  this  means  to  me.  The 
young  students  have  to  pass  an  en¬ 
trance  examination  before  they  are 
accepted,  and  each  student  means  a  new 
record  card  with  all  the  inquiries  at 
home  and  at  the  elementary  schools. 

Like  all  my  colleagues  I  attended  a 
secondary  school  and  the  commercial 
department  of  a  vocational  school.  We 
ar’e  paid  according  to  the  tariff  of  the 
officials  of  the  public  service.  I  have 
a  48-hour  week  and  get  my  yearly 
leave. 

So  important  my  everyday  work  is 
for  the  organization  of  school  life,  I 
think  that  the  most  essential  part  of 
my  work  lies  in  the  personal  influence 
I  have  in  the  relationship  between  the 
principal,  his  staff,  and  the  students, 
and  in  the  great  number  of  interviews 
I  have  with  the  parents. 

I  wonder  whether  you  now  get  a  vivid 
picture  of  my  everyday  work  and  of 
the  reaction  of  my  work  on  my  own 
personality. 

With  kindest  regards,  I  am 

Yours  sincerely, 

L.  Brauckmann 

Realschule  fiir  Jungen, 

Dortmund, 

Mallinckrodtstr  212, 

Germany. 


-  -  From  Turkey 


Mr.  Ibrahim  Ozgentas,  an  English 
teacher  itt  a  school  in  Istanbul,  Turkey, 
is  attending  the  University  of  Illinois 
taking  courses  and  visiting  schools  in 
the  area.  He  planned  to  ask  the  secre¬ 
tary  in  his  home  school  to  write  about 
her  work,  training,  and  experience  and 
then  he  would  translate  it  for  our  use. 
Her  letter  was  held  up;  however,  he 
has  prepared  the  following  information. 
— The  Editors. 

The  Duties  of  Secretaries  in  Turkish 
High  Schools. 

Turkish  High  School  Secretaries  work 
five  and  one-half  days  per  week.  The 
duty  hours  are  from  9:00  to  12:00  and 
from  1:30  to  5:00  from  Monday  to 
Friday  and  from  9:00  to  1:00  on  Satur¬ 
day. 

The  following  statement  was  trans¬ 
lated  by  Professor  Thomas  E.  Benner 
and  Mr.  Ibrahim  Ozgentas  from  the 
latest  (1950)  "Regulations  for  Turkish 
High  and  Middle  Schools”  prepared  by 
the  Turkish  Ministry  of  Education: 

Article  17 — The  Secretary  is  responsible 
for  the  correspondence  and  communica¬ 
tions  and  keeps  the  files  under  the  di¬ 
rection  of  the  principal,  the  first  as¬ 
sistant  principal,  the  assistant  principals 
and  the  custodians.  He  keeps  a  record 
of  all  incoming  and  outgoing  communi¬ 
cations,  and  file  copies  of  them.  He  pre¬ 
pares  answers  to  communications.  All 
these  duties  are  to  be  promptly  per¬ 
formed. 

Article  18 — He  will  protect  confidential 
communications  and  records  and  will 
not  reveal  them  except  to  authorized 
persons. 

Article  19 — He  will  keep  the  permanent 
records  of  teachers,  janitors  and  other 
employees,  and  maintain  them  continu¬ 
ously  up  to  date. 

Article  20 — The  following  bookkeeping 
duties  are  assigned  to  the  secretary: 


a)  He  prepares  the  specifications  for 
goods  and  materials  which  are  to  be 
bought  from  the  lowest  bidder  and 
indicates  the  maximum  authorized 
price.  He  prepares  descriptions  of 
goods  and  materials  which  are  to  be 
sold  to  the  highest  bidder  and  indi¬ 
cates  the  minimum  authorized  price. 

b)  Under  the  direction  of  the  prin¬ 
cipal  and  first  assistant  principal  he 
will  keep  correct  and  complete  rec¬ 
ords  of  salaries  and  other  accounts. 

c)  As  a  trusted  officer  he  is  au¬ 
thorized  to  receive  or  withdraw  funds 
to  cover  orders  of  the  principal,  and 
other  transactions  authorized  by  law 
and  regulations.  He  will  close  such 
accounts  promptly. 

d)  He  shall  prepare  and  keep  rec¬ 
ords  of  expenditures  together  with  all 
vouchers  pertaining  to  them  includ¬ 
ing  all  purchases  or  sales  authoriza¬ 
tions  as  provided  by  law  and  inventory 
or  other  regulations. 

e)  He  shall  keep  records  of  special 
accounts,  salaries,  advances  and  all 
supporting  documents. 

f)  He  shall  prepare  at  the  end  of 
each  month  in  tabular  form  a  veri¬ 
fied  statement  of  salary  and  expendi¬ 
ture  payments.  At  the  end  of  the 
fiscal  year  he  shall  prepare  a  com¬ 
plete  statistical  and  financial  report. 

g)  He  shall  be  responsible  for  the 
preparation  of  all  payrolls  for  teach¬ 
ers,  janitors  and  other  employees;  he 
shall  draw  the  salary  funds  from  the 
bank  and  distribute  them  in  accord¬ 
ance  with  the  payroll  on  the  desig¬ 
nated  date. 

h)  If  the  school  has  no  other  respon¬ 
sible  fintincial  officer,  the  secretary 
shall  be  assigned  the  responsibility 
for  taking  and  keeping  a  complete 
inventory  and  for  all  necessary  finan¬ 
cial  records  and  accounts. 
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From  Japan 


MISS  SUMIKO  TADA 


Secretary  to  President,  Kobe  College,  Nishinomiya,  Japan 


Kobe  College  is  one  of  the  oldest 
girls’  schools  in  Japan.  Edwin  O. 
Reischauer,  in  his  recent  book,  “Japan 
Past  and  Present,"  writes:  “In  1871,  a 
Ministry  of  Educa¬ 
tion  was  formed  .  .  . 
and  private  Japan¬ 
ese  educators  and 
Protestant  mission¬ 
aries  from  America 
took  an  important 
part  in  developing 
schools  for  boys  and 
gfirls  above  the  pri¬ 
mary  level.”  Among 
the  first  to  come 
were  the  two  mis¬ 
sionaries  from  the 
American  Board  of 
Commissioners  for 
Foreign  Missions 
who  founded  Kobe 
College  in  1875. 

This  was  only  seven 
years  after  the 
M  e  i  j  i  Restoration; 
before  then,  women 
had  little  formal  ed¬ 
ucation.  There  are 
about  six  hundred 
students  in  the  col¬ 
lege,  seven  hundred 
in  the  high  school 
department,  and 
eighty  In  the  school 
of  music. 

My  day  in  Kobe 
College  begins  a  lit¬ 
tle  before  8.30  a.m. 
when  the  clear 
voices  of  the  high 
school  girls  who  are 
singing  hymns  in 
the  chapel  in  the 
same  building  come 
up  to  my  ears.  It 
ends  at  4:30  p.m., 
ten  minutes  after 
the  college  girls  fin¬ 
ish  their  last  class 
in  the  afternoon. 

College  chapel  serv¬ 
ices  are  held  at 
10:30  a.m.  Unless  I 
have  specially  im¬ 
portant  business,  I 


make  in  a  rule  to  attend  chapel.  The 
ten  or  fifteen  minutes  of  the  quietness 
gives  me  new  strength  for  the  rest  of 
the  day;  besides,  sitting  among  the 
students,  I  take  it 
a  precious  place 
where  I  can  feel 
the  general  ten¬ 
dency  of  the  girls, 
and  be  informed 
what  is  going  on  in 
the  college. 

Each  secretary 
has  an  hour’s  limch 
time  between  11:30 
a.m.  and  1:30  p.m. 
So  generally  from 
noon  to  one  o’clock, 
I  enjoy  eating  and 
talking  with  the 
girls  working  in 
other  offices.  Out  of 
the  fifteen  who  are 
doing  office  work  in 
this  institution,  ten 
are  graduates  o  f 
Kobe  College;  one 
is  from  the  high 
school  department; 
five,  from  the  col¬ 
lege;  four,  from 
both  departments.  I 
belong  to  the  last 
group,  having  grad¬ 
uated  from  the  high 
school  department 
in  1943,  and  from 
the  college  English 
department  in  1947. 
’There  are  also  three 
widows,  each  with  a 
child  or  children, 
and  two  former 
high  school  teach¬ 
ers,  both  of  whom 
are  working  in  the 
library  office.  We 
talk  about  various 
things,  within  and 
without  school  life. 
For  most  of  us  this 
is  the  only  social 
contact  during  the 
week  days.  Some¬ 
times,  we  all  talk, 
we  find  how  differ- 


Miss  Sumiko  Tada  greeting  you  from 
Nithinomuja,  Japan 


Administrative  Building  housing  Presi¬ 
dent’s  offices,  Kobe  College 


14 


ent  we  are  from  one  another;  but  often, 
we  are  finding  out  how  much  we  are 
alike  after  all.  Sometimes  we  like 
to  enjoy  a  few  minutes  of  pingpong  or 
of  outing  in  the  fresh  air  at  this  in¬ 
terval.  But  generally  I  am  always 
where  the  telephone  can  catch  me.  One 
hour’s  recess  does  not  seem  long.  But 
I  must  go  back  to  my  office  now. 

First  each  morning  is  the  daily 
routine  of  the  president’s  office  work, 
such  as  writing  letters,  making  a  clean 
copy  of  the  president’s  draft  for  a 
lecture,  handling  telephone  calls, 
making  appointments,  receiving  guests, 
and  so  on.  These  days  our  school  is 
raising  money  for  the  educational  equip¬ 
ment  fund,  and  preparing  the  letters  to 
possible  contributors  occupies  some  part 
of  my  time.  Then  there  is  the  business 
of  the  board  of  the  trustees  of  the  col¬ 
lege,  though  I  am  not  the  stenographer 
at  the  meeting.  One  of  our  college 
teachers,  head  of  the  section  of  archives, 
attends  the  meeting  and  acts  as  secre¬ 
tary  to  the  board.  I  help  him  by 
mimeographing  the  minutes  and  keep¬ 
ing  them.  I  also  file  other  important 
documents  regarding  the  board  and  at¬ 
tend  to  correspondence  for  the  board, 
including  sending  out  copies  of  the  min¬ 
utes  and  the  notice  of  the  meetings. 
Finally,  it  is  also  my  duty  to  put  the 
historical  records  in  good  order  and 
keep  them  in  special  files.  For  instance, 
I  prepared  the  materials  for  an  album 
of  the  seventy-fifth  anniversary  of  our 
school.  This  kind  of  business  makes 
me  think  of  my  every-day  work  in 
longer  view,  looking  upon  my  post  from 
somewhat  distant  point. 

There  are  also  certain  duties  which 
come  as  yearly  functions.  In  Japan, 
the  academic  year  begins  in  April  and 
ends  in  March.  So  March  wind  brings 
“diploma-making”  to  my  office.  I  have 
not  seen  the  diplomas  of  American 
schools.  I  suppose  your  principal  is  to 
sign  on  each  diploma.  In  Japan,  in¬ 
stead  of  signature,  the  official  seal  is 
needed  on  every  formal  document. 
After  putting  four  different  seals  on 
each  diploma,  we  secretaries  roll  it  up, 
and  when  we  finally  tie  a  ribbon  on  it — 
pink  for  the  School  of  Music  and  dark 
blue  for  the  literary  department — I 
really  feel  deep  affection  for  each  of 
these  new  graduates,  and  it  is  with 
great  satisfaction  that  I  look  at  the 
rolls  in  the  big  tray,  with  their  ribbons 
like  bright  butterflies. 


youth,  and  completed  his  education 
there.  He  is  a  graduate  of  Oberlin  Col¬ 
lege,  Ohio,  both  in  the  department  of 
liberal  arts  and  the  graduate  school  of 
theology.  Later  he  received  LL.  D.  and 
D.  D.  from  Oberlin  College  and  from 
the  University  of  Chicago,  respectively. 

We  have  many  friends  in  America 
who  are  supporting  Kobe  College,  both 
materially  and  spiritually.  ’The  Ameri¬ 
can  Board  of  Commissioners  for  Foreign 
Missions,  whose  headquarters  are  in 
Boston,  h^s  been  sending  us  missionary 
teachers;  and  the  Kote  College  Cor¬ 
poration,  located  in  Chicago,  contributes 
to  our  support.  Therefore,  quite  a  large 
part  of  President  Hatanaka’s  cor¬ 
respondence  is  done  in  English.  Now, 
here  are  some  problems  for  a  Japanese 
secretary,  who  must  correspond  with 
Americans. 

I  suppose  there  are  no  two  languages 
more  contrasted  than  English  and 
Japanese.  It  heis  been  said  that  no 
adult  ever  masters  either  of  them  as  a 
foreign  language.  And  that  seems  true 
for  me.  I  began  my  study  of  English 
at  the  age  of  thirteen,  after  I  entered 
high  school;  I  am  still  studying  it. 
Perhaps  I  shall  be  studying  it  for  the 
rest  of  my  life,  never  learning  all  I 
should  like  to  learn.  When  I  am  trying 
to  translate  some  Japeinese  article  into 
English,  this  difficulty  is  especially 
strong.  The  sentence  structure  in  the 
two  languages  is  completely  different. 
For  a  simple  illustration,  I  take  the 
first  part  of  the  Lord’s  Prayer.  That 
familiar  phrase,  "Our  Father  who  art 
in  heaven,”  if  written  in  Japanese 
word-order,  comes  out  as  follows : 
“Heaven  in  art  of  us  Father.”  We  don’t 
have  prepositions  in  our  language;  this 
causes  mistakes  something  like  saying, 
“Please  eat  next  room.” 

Having  been  brought  up  to  use  a 
script  involving  of  many  thousands  of 
characters,  I  always  look  upon  the 
twenty-six  letters  of  the  alphabet  with 
admiration.  I  think  each  of  the  letters 
must  feel  a  great  responsibility  in  con¬ 
structing  a  word.  Once  I  was  helping 
a  missionary  teacher,  writing  in  her 
note-book  her  friends’  addresses  in 
Japanese.  Finishing  it,  I  wrote  the 
title  on  the  cover  and  handed  it  to  her. 
The  teacher  looked  at  the  cover,  and,  I 
shall  never  forget  her  mischievous  ex¬ 
pression.  I  had  written  there  “Ad¬ 
dresses  of  Miss  M.’s  fiends.”  That  was 
the  first  time  I  met  this  fiendish  word. 


President  Hiroshi  Hatanaka,  whom  I  Just  now,  there  are  seven  American 
am  helping  went  to  America  in  his  teachers  on  our  campus.  Some  of  them 
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understand  Japanese  quite  well;  some  kind  of  excitement;  I  knew  it  would  be 
don’t.  When  one  American  teacher  a  big  job,  but  how  nice  it  would  be  if 

comes  to  me  with  a  clipping  from  a  my  effort  could  do  something  to  com- 

Japanese  newspaper,  asking  me  to  municate  this  fine  speech  to  the  Ameri- 
translate  it  into  English,  or  another  can  teachers!  It  contained  many 
asking  me  to  interpret  her  request  to  scholarly  words  and  phrases,  and  my 
Japanese  teachers,  I  try  to  do  my  best  dictionary  and  my  typewriter  were  kept 

with  my  limited  knowledge  of  English.  busy  for  many  hours.  But  finally  I 

knowing  that  at  such  times  my  little  finished  it.  and  when  I  received  the 
help  is  really  needed.  The  biggest  warm  words  of  appreciation  from  these 
project  that  I  have  had  was  the  tians-  teachers,  I  felt  greatly  rewarded, 
lation  of  the  inaugural  address  of  the 

new  college  dean  into  English  for  the  Thus  sometimes  in  English,  some- 
benefit  of  the  American  teachers  who  times  in  Japanese,  and  often  in  both,  I 
had  not  understood  the  original.  Last  try  to  do  my  secretarial  duties  as 
May,  a  few  days  after  the  inauguration  capably  as  I  may.  As  the  years  go  on, 
ceremony,  when  one  of  the  teachers  I  mean  to  take  further  secretarial 
asked  me  if  I  would  try  to  do  this  courses,  and  always,  I  shall  keep  trying 
work  for  them.  I  accepted  it  with  a  to  perfect  my  use  of  English. 


BOOK  REVIEWS 

It  Takes  Time,  An  Autobiography  of  and  insight  to  all  who  aspire  to  become 
the  Teaching  Profession,  by  Marie  I.  good  or  better  teachers.” 

Rasey  is  worth  your  reading,  situated 

closely  to  the  teaching  profession  as  - 

school  secretaries  are.  Harper  &  Brothers, 

Publishers,  New  York  1953.  Secretaries  Who  Succeed,  Esther  R. 

Becker.  Harper  and  Brothers,  New  York, 
From  the  book  cover:  “Miss  Rasey,  Publishers. 

Professor  of  Education  at  W'ayne  Uni¬ 
versity,  holds  a  position  of  exceptional  From  the  book  cover:  “This  book  is  not 
distinction  in  the  teacher  education  world.  concerned  with  the  purely  mechanical  de- 
Teacher,  author  and  educational  philoso-  tails  of  secretarial  work.  It  does  deal 
pher,  she  has  drawn  increasing  attention  with  those  factors  of  tact,  discretion, 
to  her  search  for  ways  to  improve  teach-  efficiency  and  initiative  by  which  the 
ing  as  an  instrument  of  human  growth.  officer  worker  can  rise  above  the  steno- 
Because  her  own  life  and  her  work  reflect  graphic  level,  and  the  secretary  can 
an  educational  philosophy  that  has  increase  her  over-all  effectiveness  and 
emerged  from  the  impact  of  broad  edu-  value.  F'rom  the  start  of  her  first  job 
cational  experience,  this  story  of  the  through  every  stage  of  a  secretarial 
sacrifice,  soul-searching  rich  intellectual  career,  the  young  business  woman  will 
rewards  that  accompany  the  professional  find  the  advice  offered  here  both  wise 
development  of  a  teacher,  give  courage  and  helpful.” 


People  may  forget  how  fast  you  did  a  So  of  cheerfulness,  or  of  good  temper, 
job,  but  they  will  remember  how  well  the  more  it  is  spent,  the  more  of  it  re- 
you  did  it. — Michigan  Newsletter  mains.  — Emerson. 

Experience  is  something  each  one  of  us 

would  like  to  have  if  only  we  didn’t  have  The  rung  of  a  ladder  was  never  meant 
to  live  through  it.  to  rest  upon  but  only  to  hold  a  man’s  foot 

— Pen.  long  enough  to  enable  hint  to  put  the 

-  other  somewhat  higher. 

5  per  cent  of  the  people  think  _ Huxley. 

10  per  cent  of  the  people  think  they 

think  _ 

85  per  cent  of  the  people  w'ould  rather 

die  than  think.  Gossip  flies  on  wings,  while  corapli- 

— Los  Angeles  Newsletter,  ments  limp  to  an  early  grave. 
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Established 

1898 


Telephone 
FRanklin  2-0066 


#! 


) 

i 


Champlin-Shealy  Co. 

LAW  AND  COMMERCIAL  PRINTERS 

100  North  LaSalle  Street 
Chicago  2 


Frank  Keenan 
President 


Pauline  Joan  Ross 
Secretary-T  reasurer 
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^TKAOe  MARKS 


Suggested  Revisions  in  the  Constitu¬ 
tion  end  By-Laws  of  the  National 
Association  of  Educational  Secretaries 
to  be  voted  on  in  July,  1954 

(Proposed  changes  are  underscored.) 

Add  tx)  the  Suggested  Revisions  of 
Constitution. 

ARTICLE  II, 

Section  5 — By-Laws 

No  memier  shall  serve  as  chair¬ 
man  of  the  same  committee  more 
than  two  consecutive  terms. 


Constitution 


I  ).  i  .# 


ARTICLE  III, 


Former  active  members  who  held 
office  while  in  the  association,  but 
who  are  no  longer  engaged  in  edu¬ 
cational  work,  may  upon  the  pay¬ 
ment  of  $20.00  become  life  mem¬ 
bers  of  this  association,  with  all 
the  privileges  of  active  members 
except  that  of  voting  or  holding 
office. 

Section  8 

A  member  in  good  standing  for 
more  than  two  consecutive  years 
shall  be  eligible  for  life  member¬ 
ship  upon  payment  of  $50.00  in 
full,  or  $20.00  down  and  three  an¬ 
nual  installments  of  $10.00  each, 
with  all  privileges  of  an  active 
member. 

By-Laws 


ARTICLE  VII 

This  association  shall  be  a  Depart¬ 
ment  of  the  National  Education  As¬ 
sociation  in  conformity  with  the  By- 
Laws  of  the  National  Education 
Association. 


(NOTE:  Members  who  began  payment 
for  life  membership  prior  to  the  adop¬ 
tion  of  this  provision  shall  continue  un¬ 
der  the  old  plan  until  they  have  paid 
their  full  $25.00.) 

Fannie  Billings,  Chairman 
Constitution  Revision 


"They  that  wait  upon  the  Lord  shall 
renew  their  strength. 

They  shall  mount  up  with  wings  as 
eagles.” 

Get  Out  Your  Wings 

The  little  soul  quibbles. 

The  strong  soul  sings. 

But  weak  souls  are  brave  souls 
If  they  get  out  their  wings. 

The  sullen  heart  stumbles. 

The  great  heart  hope  brings. 

And  sad  hearts  are  stout  hearts 
If  they  get  out  their  wings. 

Are  you  burdened  eind  groping 
Through  life’s  strain  and  life’s 
stings  ? 

Go!  Forget  all  your  caring 
While  you  look  for  your  wings. 
Then,  He  with  whose  soaring 
’The  universe  swings 
Will  guide  your  flight  heav’nward 
When  you’ve  found  your  strong 
wings!  — Beulah  ’Tucker  Jones 
Mrs.  Beulah  ’Tucker  Jones  of  Rich¬ 
mond,  Virginia  is  president  of  the  Vir¬ 
ginia  Association  of  Educational  Secre¬ 
taries,  a  department  of  the  Virginia 
Education  Association. 


/Ae/ XMt/  ytd' MA/ 


W.  M.  Welch  Manufacturing  Co. 


OfCACO  It.  tUNOe.  U  &A. 
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WHAT'S  IN  A  NAME? 


Editor’s  note:  Because  all  state  and 
local  associations  have  changed  or  are 
now  considering  a  change  in  name,  we 
think  this  timely  editorial  by  Bernice 
Johnston  to  be  of  interest  to  everyone. 
She  has  given  permission  for  its  use 
here. 

At  the  business  meeting  held  during 
the  Fourteenth  Annual  Convention  in 
St.  Louis  in  November,  the  name  of  our 
oiganization  was  changed  from  Mis¬ 
souri  State  Association  of  School  Sec¬ 
retaries  to  MISSOURI  ASSOCIATION 
OF  EDUCATIONAL  SECRETARIES. 
The  reason  for  the  change  is  to  conform 
with  the  name  of  the  National  Associa¬ 
tion  of  Educational  Secretaries.  From 
exchange  papers  received  from  other 
states,  it  is  observed  that  all  state  sec¬ 
retarial  organizations  whose  member¬ 
ship  is  in  educational  work  seem  to  be 
following  this  procedure. 

Always  there  is  a  very  good  reason 
for  changing  the  name  of  a  major  or¬ 
ganization,  and  it  is  never  done  ONLY 
to  conform  with  the  name  of  another 
group.  Why,  then,  does  our  National 
Association  use  educational  in  its  title? 

The  change  from  school  to  educational 
is  a  part  of  the  trend  to  professionalize 
and  exalt  the  position  of  the  secretary 
engaged  in  woik  that  is  becoming 
recognized  more  each  year  for  its  tre¬ 
mendous  importance — work  in  the  field 
of  educating  boys  and  girls  in  America. 
The  name  school  to  us  suggests  a  build¬ 
ing,  textbooks,  classroooms — all,  of 
course,  necessary  to  learning  and  in¬ 
struction.  But  educational  captures  the 
total  picture,  the  broad  and  increasingly 
momentous  program  of  public  school 
education  in  our  country. 

And  the  term  educational  embraces 
all  of  us  who  are  secretaries  in  the  in¬ 
numerable  divisions  of  this  program — 
not  only  the  secretai’y  who  writes  her 
shorthand  or  posts  her  accounting 


ledger  in  the  superintendent’s  office  lo¬ 
cated  just  off  the  main  entrance  to  the 
school  building — but  equally,  the  secre¬ 
tary  in  the  board  of  education  office,  in 
the  audio-visual  center,  in  the  State  De¬ 
partment  of  Education  with  its  many 
branches,  in  the  office  of  the  county 
superintendent  of  schools,  in  the  office 
of  the  dean  of  a  university,  in  the  build¬ 
ing  department  of  a  city  school  system! 

Our  dictionary  defines  school  as 
a  PLACE  for  teaching  and  learning; 
education  as  a  SCIENCE  dealing  with 
the  principles  of  teaching  and  learning: 
the  KNOWLEDGE,  SKILL,  and  DE¬ 
VELOPMENT  gained  through  instruc¬ 
tion  and  learning.  So,  w’hat’s  in  a 
name? 

Bernice  Johnston,  Editor 

The  Missouri  School  Secretary 


ALL  THE  TOOLS 
for  CLEANING 
SCHOOLS 
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•  Floor  Brushes 

•  Fiber  Brooms 

•  Wet  Mops 

•  Dry  Mops 

•  Launderable 

Sweeping  Mops 

•  Bench  Brushes 

•  Paint  Brushes 

•  Cotton  Dusters 

•  Scrub  Brushes 

•  Toilet  Brushes 

•  Test  Tube  Brushes 

Write  today  to 


*  Bottle  Brushes 

»  Tumbler  Bru.shes 

•  Window  Brushes 

•  Venetian  Blind 

Brushes 

*  Radiator  Brushes 

•  Wall  Brushes 

*  Squeegees 

•  Floor  Waxes 

*  Wax  Applicators 

•  Polishes 

*  All  Purpose  Cleaner 


INDUSTRIAL  DIVISION 

The  FULLER  BRUSH  Co. 

3548  Main  St.,  Hartford  2,  Conn. 
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A  PANEL  ON  STANDARDS 


Corinne  Me»»enger,  Chairman 
Committee  on  Standards 


A  PANEL  ON  STANDARDS  (A  Grass 
Roots  Skit  on  the  Subject)  was  presented 
at  the  Kansas  City  Conference,  Saturday, 
March  6,  1954. 

This  panel  attempted  to  show  the 
troubles  of  an  untrained  educational 
secretary,  the  grief  she  causes  her  ad¬ 
ministrators  and  co-workers,  what  the 
secretaries  are  trying  to  do  about  it, 
some  of  the  difficulties  of  establishing 
standards,  and  what  the  administrators 
think  of  the  efforts  of  the  secretaries 
in  this  direction. 

The  presentation  was  well  received  by 
those  present,  and  was  apparently  en¬ 
joyed  by  those  participating.  The  par¬ 
ticipants  were  as  follows: 

Mr.  C.  S.  Robinson,  Assistant  Super¬ 
intendent  of  Schools,  Kansas  City,  Mis¬ 
souri 

Mr.  H.  W.  Schooling,  Superintendent 
of  Schools,  North  Kansas  City,  Missouri 

Dr.  Irvin  S.  Coyle,  State  Director  of 
Certification  of  Missouri 

Alta  Cranmer,  Secretary  to  the  Board 
of  Education,  Mexico,  Missouri 

June  Roberts,  Bookkeeper,  Normandy, 
Missouri 

Isabell  E.  Carter,  Secretary-Clerk, 
New  Orleans,  Louisiana 

Jean  Fritsche,  Secretary  to  Super¬ 
intendent,  Normandy,  Missouri 

It  is  very  important  to  have  a  cross 
section  of  administrators  on  this  panel. 
It  is  especially  good  to  have  the  State 
Director  of  Certification  take  a  part  if 
he  is  at  all  available.  It  is  also  well  to 
have  different  types  of  secretaries  rep¬ 
resented.  The  panel  was  commented 
upon  at  the  Executive  Board  meeting 
following  its  presentation,  and  it  was 
decided  that  it  would  be  suitable  ma¬ 
terial  for  any  educational  secretaries 
association  wanting  to  put  on  a  panel 
on  standards  at  a  meeting.  The  script 
of  the  panel  is  in  mimeographed  form 
and  may  be  used  by  anyone  wanting  it 
by  requesting  it  from  the  undersigned. 
It  can  easily  be  adjusted  to  suit  the 
personnel  and  the  conditions  of  the 


area.  It  will  be  a  pleasure  to  furnish 
it  to  anyone  requesting  it. 

The  National  Committee  on  Standards 
wishes  to  have  any  material  prepared 
or  adopted,  as  desirable  or  official,  by 
any  group  of  secretaries  or  any  state 
on  standards  or  certification  of  school 
secretaries.  Your  cooperation  in  getting 
this  material  together  will  be  most 
sincerely  appreciated. 


ONE  secret  of  the  culinary  ar¬ 
tistry  of  master  chefs  is  Sex¬ 
ton  seasoning.  Rare  Oriental 
Spices  and  Herbs  are  brought  to 
Sexton  Mills  from  every  quarter 
of  the  globe,  there  milled  and 
sealed  in  airtight  containers  to 
preserve  all  of  their  singular  pi¬ 
quancy.  You,  too,  can  use  Sexton 
spices  in  your  kitchen. 

John  Saxton  &  Co.,Stxton  Squora, Chicago,  III. 
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the  Remington  Electric  typewriter 


Handsome  is  as  handsome  Today’s  smart 
secretary  really  relies  on  the  new  Remington 
Electric  typewriter  to  produce  more  letters 
in  so  much  less  time,  with  so  little  effort. 
Distinctive  type  styles  make  each  letter  as 
neat  as  a  page  in  a  typing  manual . . .  uni¬ 
formity  of  type  impression  is  so  pleasing  to 
the  "boss.”  Send  for  free  brochure  "Beauty 
and  the  Best”  (RE8321).  315  Fourth  Av¬ 
enue,  New  York  10. 

the  first  name  in  typewriters 
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It  has  been  thrilling  to  have  Louise  H. 
Nelson  in  California  for  two  weeks  in 
April.  Coming  at  the  invitation  of  the 
State  Department  of  Education  to  ad¬ 
dress  the  annual  conference  of  elemen¬ 
tary  school  administrators,  she  also 
spent  a  day  with  secretaries  in  each  of 
three  districts,  Burbank,  Long  Beach, 
and  Los  Angeles. 

Anyone  who  regularly  reads  reports  of 
activities  of  local  and  state  associations 
is  certain  to  develop  a  tremendous  ad¬ 
miration  for  co-workers  across  the  coun¬ 
try.  Their  enthusiasm,  energy,  and  sin¬ 
cerity  are  evident  in  the  accounts  of 
projects  undeitaken,  problems  solved, 
programs  presented,  and  fellowship  pro¬ 
moted.  This  column  is  your  opportvmity 
to  learn  how  other  groups  are  function¬ 
ing  and  perhaps  get  some  ideas  for  use 
in  your  association. 

A  hearty  “thank  you”  goes  to  etuih  one 
who  has  contributed  to  the  column  by 
sending  information  to  the  editor.  May 
you  all  have  a  happy  and  profitable 
summer,  with  pleasant  vacations  and 
memorable  institutes. 


CALIFORNIA 

“Getting  the  Facts”  was  the  theme  of 
the  annual  midwinter  conference  of  the 
California  Association  of  Educational 
Oflace  Employees.  With  headquarters  at 
the  beautiful  Inn  in  Bakersfield,  mem¬ 
bers  profitably  enjoyed  the  long  Wash¬ 
ington’s  Birthday  weekend.  Special  guest 
of  the  conference  was  Dr.  Edgar  L. 
Morphet  of  the  University  of  California 
at  Berkeley. 

The  program  included  a  business  meet¬ 
ing,  a  fashion  show  with  “Cottons  from 
Kem”  delightfuly  modeled  by  a  group 
of  high  school  girls,  a  banquet  on  Satur¬ 
day  evening  with  installation  of  officers. 


LISTENING  IN 

BETTYE  R.  WELLS 
In-Service  Training  Section 
Los  Angeles  City 
Board  of  Education 
450  North  Grand  Avenue 
Los  Angeles  12,  California 

and  a  Sunday  morning  “brunch.”  Social 
events  included  tea  in  the  lovely  Tom- 
erlin  Room,  a  card  party  in  the  head¬ 
quarters  suite,  and  a  no-hostess  dinner 
at  the  Basque  Restaurant.  Speakers  in¬ 
cluded  Jesse  D.  Stockton,  Superintend¬ 
ent,  and  Fred  A.  Zannon,  Assistant  Su¬ 
perintendent,  of  the  Kem  County 
Schools;  L.  W.  Hedges,  Principal  of 
Bakersfield  High  School;  and  Dorothy 
Donahoe,  State  Assembly-woman. 

The  following  officers  were  installed: 
President,  Annette  K.  Uehling,  San 
Diego;  Vice-Presidents:  Helen  'I^mer, 
Riveria;  Helen  Fenner,  Paramount; 
Sibyl  Jamieson,  Areata;  Corresponding 
Secretary,  Peggy  Allgood,  Bakersfield; 
Recording  Secretary,  Eileen  Taylor,  Los 
Angeles;  Treasurer,  Evelyn  Shipley,  Los 
Angeles;  Area  Representatives:  Lucille 
Dwinell,  Fullerton;  Zoe  Marsh,  Lone 
Pine;  Lillian  Dorrington,  Berkeley. 

Areata 

Humboldt  State  College  Office  Em¬ 
ployees  are  looking  for  a  name  for  their 
group,  which  meets  once  a  month  for 
luncheon.  The  29  office  employees  have 
chosen  Frances  Merrill  as  their  presi¬ 
dent,  and  unless  absent  from  the  cam¬ 
pus,  no  one  misses  the  luncheon  meeting. 
The  group  is  working  with  the  extension 
department  of  the  school  in  organizing 
a  class  to  meet  one  night  each  week  for 
a  semester  under  the  leadership  of  Prof. 
Robert  Woodward.  The  class  is  sched¬ 
uled  to  start  in  September  as  a  regu¬ 
larly  scheduled  college  class  and  will 
carry  two  or  three  points. 

Lo«  Angele*  County 

Officers  of  the  Los  Angeles  County 
Association  of  Educational  Office  Em¬ 
ployees  were  installed  at  a  luncheon 
meeting  in  Jemuary.  They  are:  Frances 
Lingenfelter,  Redondo  Beach,  President; 
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Muriel  Kollmer,  Hawthorne,  Vice-Presi-  the  matter  of  meetings.  An  all-moming 


dent;  Mildred  Carr,  Santa  Monica,  Re¬ 
cording  Secretary:  Martha  Topp>er, 
Noi-walk,  Corresponding  Secretary;  Mary 
Gostlin,  Alhambra,  Treasurer.  Execu¬ 
tive  Board  members  are  Charlotte  Wad- 
delow,  Bonita;  Eleanor  Scott,  Para¬ 
mount;  Ruth  Philippi,  Alhambra;  Beth 
Givan,  Hei’mosa  Beach;  and  Dolores 
Candiello,  Manhattan  Beach. 

Speaker  for  the  meeting  was  Miss 
Dorothy  Hamrick,  personality  counselor, 
whose  topic  was  "Your  House  of  Per¬ 
sonality.”  Among  the  “termites”  Miss 
Hamrick  described  as  destroying  per¬ 
sonality’s  house  are:  the  tendency  to 
not  grant  to  others  the  same  freedom 
w'anted  for  ourselves;  reluctance  to  be¬ 
stow  earned  commendation  or  praise; 
tactlessness;  inattention;  and  “mooch¬ 
ing”  tendencies. 

The  May  Breakfast,  annual  "bring- 
your-boss”  occasion,  will  be  held  at  the 
Los  Angeles  Statler  Hotel.  Plans  are 
already  under  way  for  the  November 
meeting  which  traditionally  carries 
teachers’  institute  credit. 

Lot  Angeles  City 

Activities  of  the  Secretarial  Associa¬ 
tion  this  year  include  an  experiment  in 


meeting  was  held  in  March  at  Univer¬ 
sity  High  School,  beginning  with  a 
hearty  breakfast.  The  program  included 
section  meetings  and  a  tour  of  the 
historically  important  campus  and  out¬ 
standing  horticulture  department.  Sec¬ 
tion  meetings  were  scheduled  for  ele¬ 
mentary  school  personnel,  credit  clerks 
in  secondary  schools,  and  secretaries. 
There  was  a  lecture  on  “Personal  Fi¬ 
nance  and  Budgeting”  for  those  in  other 
categories.  The  success  of  this  venture 
indicates  that  an  expanded  program  of 
the  same  type  will  probably  be  planned 
for  next  year. 

Pasadena 

The  March  issue  of  Scriba,  publication 
of  the  Pasadena  Association  of  School 
Secretaries,  includes  a  copy  of  the  As¬ 
sociation’s  recommendations  for  salary 
increases  for  next  year.  The  Salary 
Committee,  with  Henrietta  Tierney  as 
Chairman,  has  been  busy  for  several 
months  and  is  commended  for  its  fine 
repoit. 

A  Dutch  Auction,  scheduled  for  April 
8,  is  an  annual  event  of  the  PASS.  One 
announcement  says  “Bring  an3^hing — 
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someone  will  want  to  buy  it.”  This  is 
an  opportunity  to  clear  your  cupboards 
and  make  money  for  the  organization 
at  the  same  time.  Has  your  group 
tried  it  ? 

Richmond 

Richmond  Clerical  Chapter  has  had 
an  active  year  under  the  leadership  of 
President  Elma  Sassone.  Her  staff  in¬ 
cludes  Dean  Wilken,  Vice-President;  Ar¬ 
lene  Stallings,  Treasurer;  and  Ann  Kri- 
ser,  Secretary. 

Monthly  meetings  have  featured  dis¬ 
cussion  of  such  topics  as  retirement, 
civil  service,  insurance,  personal  mat¬ 
ters,  and  credit  union  activities.  Social 
events  included  a  Christmas  party  and 
a  Valentine  dance. 

COLORADO 

A  money-making  pioject  of  the  Colo¬ 
rado  Association  of  Educational  Secre¬ 
taries  is  the  selling  of  gummed  personal¬ 
ized  address  labels.  If  you  would  like  to 
help  Pike’s  Peak  Peggy  in  this  effort, 
send  your  order  to  Letha  Walters,  1605 
Pennsylvania  Avenue,  Denver  3,  Colo¬ 
rado.  Be  sure  to  include  the  correct 
name  and  address.  Just  $1.50  for  600 
labels. 

Election  of  President.  Southern  Vice- 
President,  and  Treasurer  was  held  in 
March.  The  annual  spring  luncheon 
meeting  was  held  in  Coloiado  Springs. 
Sorry,  no  information  on  election  results 
or  the  meeting. 

Denver 

The  Fifth  Annual  Conference  of  the 
Denver  Clerks  and  Secretaries  empha¬ 
sized  “Investments  for  Today’s  Educa¬ 
tional  Secretaries.”  Speaker  for  the  gen¬ 
eral  session  was  Mr.  Alan  Richardson 
who  spoke  on  “Personal  Finances.”  ’The 
remainder  of  the  morning  was  devoted 
to  workshop  sessions  with  such  topics  as 
“Our  Responsibilities  to  the  Educational 
Team,”  “Our  Personality  Needs,”  “Bet¬ 
tering  Our  Best”  as  phases  of  investing 
in  the  school  program.  Other  topics 
discussed  were  “Spiritual  Values  in 
the  Community,”  “Public  Relations,” 
“Health  and  Personal  Appearance,”  and 
“Why  Hobbies?”  Special  classes  were 
offered  for  girls  new  to  the  system. 

Leaders  and  speakers  were  chosen 
from  school  staff  members,  other  edu¬ 
cational  institutions,  and  community  or¬ 
ganizations.  Association  members  took 
part  in  the  sessions  for  new  employees. 
Presiding  at  the  conference  was  Vice- 
President  Lola  Wilkins. 


CONNECTICUT 

“Connie  Connecticut”  has  plans  for  a 
weekend  conference  at  Sharon  in  early 
May.  The  program  includes  a  general 
session,  several  discussion  groups,  and 
a  dinner-social  on  Saturday.  There  will 
be  “open  house”  on  Friday  evening  and 
a  “farewell  brunch”  Sunday  morning. 
Jessie  French,  Vice-President,  is  in 
charge  of  arrangements. 

CAES  is  again  offering  a  $25  schol¬ 
arship  for  attendance  at  a  summer 
woikshop.  Past  President  Sue  Woodford 
has  made  available  a  second  $25  schol¬ 
arship,  which  will  be  awarded  to  a 
member  who  has  served  as  an  officer 
or  committee  member.  Application 
forms  for  both  awards  are  furnished  to 
all  members. 

The  fourth  annual  convention  was 
held  in  Stamford  last  fall,  with  Presi¬ 
dent  Barbara  Jeffers  opening  the  ses¬ 
sion.  Greetings  were  extended  by  Dr. 
Willard  Price,  Superintendent  of  Green¬ 
wich  Schools,  and  Mrs.  Edith  Moberg  of 
the  CEA.  The  convention  theme,  was 
“Readiness,  Responsibility,  and  Recogni¬ 
tion,”  was  developed  by  the  speaker  of 
the  day,  Martha  Luck  of  Northwestern 
University. 

New  officers  installed  at  the  business 
meeting  are  Elsie  Molloy,  Second  Vice- 
President;  Winifred  Houston,  Recording 
Secretary;  Minerva  McCracken,  Treas¬ 
urer;  and  Madeline  Thompson,  Helen 
Meyer,  Leila  Talbot,  Members  at  Large. 

ILLINOIS 

The  Spring  Conference  of  the  Illinois 
Association  of  Educational  Secretaries 
was  held  in  April  on  the  University 
campus  in  Urbana.  Opening  the  week¬ 
end  program  was  a  banquet  with  Mr. 
Robert  L.  Peterson  discussing  “Kitty’s 
Role  in  Office  Efficiency.”  Mr.  Peterson 
is  on  the  staff  of  the  Business  Manage¬ 
ment  Bureau  of  the  University  of 
Illinois. 

Following  the  banquet,  section  meet¬ 
ings  discussed  various  topics,  including 
‘Seeing  is  Believing”  (a  visual  presen¬ 
tation  of  FILE  IT  RIGHT),  “Training 
in  Offices,”  “Insurance  Problems,”  “Of¬ 
fice  Efficiency,”  “Public  Relations,”  and 
“School  Law.”  A  coffee  hour  after  the 
discussion  groups  ended  Friday’s  pro¬ 
gram. 

Theme  of  the  Saturday  morning  panel 
was  “Kitty  Koy  is  Professional,”  with 
members  explaining  such  phases  as  or¬ 
ganization  membership,  professional 
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standards,  code  of  ethics,  professional 
growth,  and  even  fun.  On  the  panel 
were  Virginia  Riley,  Mt.  Vernon;  June 
Quint,  Rantoul;  Lois  Wilson,  Vandalia 
High;  Dorothy  Bjurston,  Moline  High; 
Ruth  Smith,  Riverside  Elementary;  and 
Sigurd  Hannula,  Waukegan. 

Election  of  oflBcers  took  place  at  the 
business  meeting,  at  W'hich  Marie  Beatty 
presided.  Members  voted  to  affiliate 
with  the  Illinois  Education  Association. 
Luncheon  in  the  Illini  Union  was  the 
closing  session  of  the  conference. 

LOUISIANA 

New  Orleans 

Monthly  meetings  and  monthly  bul¬ 
letins  to  members  are  regular  activities 
of  the  New  Orleans  Public  Schools  Edu¬ 
cational  Secretaries.  Each  bulletin  in¬ 
cludes  a  brief  inspirational  message  as 
well  as  the  agenda  for  the  next  meeting. 
Each  meeting  opens  with  devotions 
conducted  by  a  member. 

Guest  speakers  at  recent  meetings 
have  been  Miss  Audrey  Patrick,  Per¬ 
sonnel  Technician,  from  Southern  Uni¬ 
versity  at  Baton  Rouge;  Mr.  E.  O. 
Becker,  Assistant  Superintendent,  New 
Orleans  Public  Schools;  and  Mrs.  C.  O. 
Greene  of  the  YWCA. 

The  final  meeting  of  the  year  will  be 
a  social  event  on  May  18. 

Hattie  Mays,  former  President  of  the 
New  Orleans  association,  has  moved  to 
Los  Angeles  where  she  lost  no  time  in 
going  to  work  at  Metropolitan  High 
School. 


MASSACHUSETTS 

According  to  School  Daze,  published 
by  the  Massachusetts  Association  of 
School  Secretaries,  the  annual  Bosses’ 
Day  was  celebrated  on  January  9  at  the 
Hotel  Kenmore.  Martha  Luck  was 
speaker  for  the  occasion;  her  topic  was 
“Blueprint  for  Action."  May  8  is  set 
for  the  spring  meeting  which  will  be 
held  at  the  Hotel  Somerset.  Speaker  is 
to  be  Erwin  Canham,  Editor  of  the 
Christian  Science  Monitor. 

District  News 

District  II  met  in  Worcester  in  Decem¬ 
ber,  with  district  salary  policies  being 
the  discussion  topic.  Pauline  Alex¬ 
ander  of  East  Douglas  presided. 

District  V  met  in  Falmouth,  also  in 
December.  A  feature  of  the  meeting 
was  the  tour  of  the  new  $2,000,000  high 


school.  Miss  Viola  Manseau,  former 
secretary  to  the  superintendent  in  New, 
Bedford,  reported  on  her  tour  of  ten' 
countries;  her  talk  illustrated  with 
beautiful  pictures.  Martha  Douglas  is 
chairman  of  District  V. 

Newton 

The  Newton  School  Secretaries  Asso¬ 
ciation  is  also  interested  in  salaries. 
Margaret  Sadler,  President,  has  ap¬ 
pointed  a  committee  to  investigate 
salaries  in  comparison  with  those  of 
other  cities  and  business  organizations. 
The  Newton  group  held  its  annual 
Christmas  party  at  the  home  of  Helen 
Marsh,  recently  retired  secretary  to  the 
superintendent.  Singing  of  carols  and 
distribution  of  gifts  provided  the  eve¬ 
ning’s  entertainment,  with  a  brief  busi¬ 
ness  meeting  concluding  the  event. 

MICHIGAN 

Hotel  Statler  in  Detroit  was  the  scene 
of  the  Michigan  Association  of  Educa¬ 
tional  Secretaries’  convention  on  April 
23,  24,  25;  Dearborn  School  Secretaries 
served  as  hostesses.  In  charge  of  the 
Friday  evening  “open  house"  was  the 
Oakland- Macomb  Association;  Saturday 
banquet  arrangements  were  made  by 
the  Grosse  Point  Secretaries;  and  the' 
Dearborn  group  was  in  charge  of  the 
Sunday  breakfast,  in  addition  to  han¬ 
dling  reservations  and  registrations. 

The  March  issue  of  the  MAES  News¬ 
letter  lists  the  names  and  addresses  of 
all  members — no  excuse  for  not  keeping 
in  touch  with  each  other!  An  interest¬ 
ing  article  in  the  December  issue  is 
entitled  “I  Used  to  Hate  Filing.”  Writ¬ 
ten  by  Mary  Maree  Coyle  of  Michigan 
State  College,  it  tells  the  step-by-step 
story  of  achieving  order  from  chaos  in 
the  office  files. 

The  following  items  are  “From  the 
Mailbox’’  column  of  the  Newsletter: 

Dearborn 

In-service  training  classes  for  secre¬ 
tarial  employees  of  the  Dearborn  Public 
Schools  began  on  March  first.  These 
classes  have  been  organized  as  a  pilot 
study  based  on  a  recent  suggestion 
made  by  the  Continuing  Education  Serv¬ 
ice  of  Michigan  State  College.  Content 
of  the  courses  was  established  to  meet 
the  desires  of  the  enrollees.  The  first 
course  includes  five  weeks  of  Business 
English  and  five  weeks  of  Business 
Mathematics  and  Accounting.  It  is 
hoped  that  this  project  may  be  the  first 
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step  toward  formulation  of  a  state¬ 
wide  training  program  for  educational 
secretaries. 

Flint 

Members  of  Flint  Association  of  Edu¬ 
cational  Secretaries  are  attending  a 
class  in  Business  Theory  for  Secretaries, 
a  course  intended  to  supplement  the 
office  skills  of  a  secretary. 

Dale  Wirth  was  the  subject  of  a  write¬ 
up  in  PBX  People,  a  quarterly  publica¬ 
tion  of  the  Michigan  Bell  Telephone  Co. 
Dale  is  switchboard  operator  in  the  Ad¬ 
ministration  Building  and  an  active 
member  of  the  local,  state,  and  national 
associations.  She  is  currently  working 
on  a  new  “Nancy  National.” 

A  novel  money-making  project  carried 
on  by  the  Flint  Association  is  the  filling 
of  “stormy  bags.”  Every  stormy  day 
calls  for  a  penny  to  be  put  into  the  bag, 
with  proceeds  going  to  the  association 
treasury. 

Grand  Rapids 

At  the  January  meeting  of  the  Grand 
Rapids  Association  of  Educational  Sec¬ 
retaries,  Mr.  Raymond  Boozer  told  of 
his  extended  trip  to  Germany  last  year. 
In  February,  the  guest  speaker  was  Mrs. 
E.  H.  Fuller,  who  discused  the  work  of 
the  Needlework  Guild.  Another  feature 
of  this  meeting  was  a  tour  of  the  new 
Brookside  School. 

“Spotlight  on  Entertaining”  was  the 
topic  for  the  March  meeting.  Miss 
Mary  Ann  West  was  speaker,  using 
slides  to  illustrate  her  hints  on  enter¬ 
taining. 

Grass  Lake 

A  new  Secretaries  Association  was 
organized  last  fall  at  Grass  Lake,  and 
now  meets  once  a  month.  Officers  are: 
President,  Norma  Updike;  Vice-Presi¬ 
dent,  Lulah  Mahler;  Secretary,  Myrtle 
Decoster;  Treasurer,  Evelyn  Ray. 

Kalamazoo 

Permission  has  been  obtained  to  hold 
business  meetings  of  the  Kalamazoo 
association  at  4  p.  m.  whenever  called. 
This  is  expected  to  increase  attendance 
at  these  important  meetings;  social 
events  continue  to  be  held  in  the  eve¬ 
ning.  Another  innovation  this  year  was 
the  institution  of  the  “big  sister”  plan 
to  help  new  gfirls  become  oriented. 

Officers  of  the  Kalamazoo  group  are: 
Verna  Endsley,  President;  Jean  Cun¬ 
ningham,  Vice-I*resident;  Tressa  Adams, 


Secretary;  and  Myrel  Lee,  Treasurer. 
Standing  committees  include  salary,  per¬ 
sonnel  policies,  publicity,  public  rela¬ 
tions,  social,  and  ser\ice  projects. 

Oakland-Macomb 

Individual  fall  institutes  were  held 
for  Oakland  and  Macomb  Counties,  with 
the  Macomb  group  meeting  in  Van 
Dyke,  and  Auburn  Heights  being  the 
location  for  the  Oakland  secretaries. 
Each  section  was  welcomed  by  the  dis¬ 
trict  Superintendent  of  Schools  and  rep¬ 
resentatives  of  the  MEA  gave  infor¬ 
mation  about  the  benefits  and  activities 
of  their  Association. 

“Responsibility  of  the  School  Secre¬ 
tary”  was  discussed  by  Mr.  Carl  Horn 
of  Michigan  State  College  at  the  Ma¬ 
comb  meeting.  Miss  Laurentine  Collins 
of  the  Detroit  Board  of  Education  spoke 
to  the  Oakland  girls  on  “Living  To¬ 
gether  in  Our  Communities.” 

Because  of  dividing  MEA  districts 
into  smaller  regions,  Oakland  and  Ma¬ 
comb  are  now  in  different  regions.  Con¬ 
sideration  is  being  given  to  disbanding 
the  present  Association  and  forming 
separate  chapters. 

MISSISSIPPI 

The  Mississippi  Association  of  School 
Secretaries,  a  section  of  the  Mississippi 
Education  Association,  held  their  annual 
luncheon  meeting  on  Thursday,  March 
18,  at  the  Walthall  Hotel  with  approxi¬ 
mately  120  people  in  attendance.  School 
secretaries,  office  personnel,  and  their 
bosses  from  county  superintendents’  of¬ 
fices,  the  State  Department  of  Educa¬ 
tion,  and  public  schools  participated  in 
this  meeting. 

The  theme  of  the  meeting  this  year 
was  “Know  Yourself.”  Dr.  F.  W.  Bain- 
bridge,  Coordinator  of  the  Psychologi¬ 
cal-Educational  Clinic  in  Jackson,  de¬ 
livered  a  practical  talk  on  this  subject. 
He  discussed  personality  traits,  em¬ 
phasizing  heredity  and  environment 
and  individual  differences.  He  stressed 
the  fact  that  each  individual  should 
make  an  honest  self-evaluation  and 
should  strive  for  goals  within  her  reach. 
At  the  conclusion  of  his  speech,  he 
handed  out  check-lists  for  each  girl  to 
evaluate  herself  so  that  she  could  work 
on  those  points  in  which  she  is  weak. 

Miss  Peggy  De  Forrest  from  the  Pas¬ 
cagoula  Public  Schools,  president  of  the 
Association,  presided  at  this  meeting. 
She  presented  as  guests,  Mr.  J.  M.  Tubb, 
State  Superintendent  of  Education,  and 


Mr.  George  Myers,  Superintendent  of 
the  Crystal  Springs  Consolidated  School, 
and  Chairman  of  the  School  Administra¬ 
tors’  Association.  Mrs.  Ollee  Lee,  from 
McComb  Public  Schools,  gave  the  in¬ 
vocation. 

Miss  De  Forrest  called  the  session 
into  a  short  business  meeting  at  which 
time  the  name  was  changed  from  Mis¬ 
sissippi  Association  of  School  Secre¬ 
taries  to  Mississippi  Association  of 
Educational  Secretaries  so  that  the 
name  would  conform  to  the  National 
Association  of  Educational  Secretaries. 

The  following  officers  were  elected  for 
the  school  year  1954-55.  Miss  Ruby 
Thompson,  State  Department  of  Educa¬ 
tion,  President:  Mrs.  Jeanette  West¬ 
brook,  Greenville  Public  Schools,  Vice- 
President;  and  Mrs.  Jayne  D.  Tillman. 
State  Department  of  Education,  Secre¬ 
tary-Treasurer. 

NEW  MEXICO 

Balloting  will  take  place  this  spring  to 
change  the  name  of  the  New  Mexico 
School  Secretaries  to  the  New  Mexico 
Association  of  Educational  Secretaiies. 
The  February  issue  of  the  New  Mexico 
Secretary  carried,  as  an  explanation  of 
the  change  of  name,  the  article  by 
Bernice  Johnston,  editor  of  the  Mis¬ 
souri  School  Secretary  found  elsewhere 
in  this  issue. 

The  Januai'y  issue  of  the  New  Mexico 
Secretary  is  devoted  to  publicizing  the 
purposes  and  activities  of  the  National 
Association,  and  also  lists  "Nancy’s” 
cousins.  It  can  be  inferred  that  a  cousin 
from  New  Mexico  may  soon  join  the 
colorful  parade  of  symbolic  dolls. 

Officers  of  the  New  Mexico  state  as¬ 
sociation  are :  President,  Anne  Schie- 
menz,  Albuquerque;  V  i  c  e-President, 
Ellen  Ash.  Carlsbad;  Secretary-Treas¬ 
urer,  Ida  Oliver,  Belen.  Alice  Briley  is 
editor  of  the  Secretary. 

Feature  of  the  fall  meeting  of  the 
group  was  a  typing  demonstration  by 
Miss  Mary  Pajunas,  who  has  the 
amazing  speed  of  150  words  per  minute 
on  the  IBM  electric  typewriter.  Guests 
at  the  demonstiation  were  sixty  stu¬ 
dents  of  the  Western  School  for  Secre¬ 
taries. 

NEW  YORK 

In  October  the  New  York  State  As¬ 
sociation  of  Educational  Secretaries 
held  its  first  annual  meeting  at  Syra¬ 
cuse.  Seeing  them  off  to  a  good  start 
was  Emma  Castner,  NAES  President. 


An  address  of  welcome  was  given  by 
Mr.  Paul  H.  Benedict,  District  Principal 
of  Baldwinsville  Academy  and  Central  ’ 
School.  Mr.  Benedict  touched  upon 
the  school  secretaiy’s  influence  and 
knowledge  of  what  goes  on  in  the  sys¬ 
tem,  and  stressed  the  necessity  for 
long-range  vision  in  the  handling  of 
school  affairs.  Other  speakers  included 
Mr.  Donald  Simmons  from  the  State  De¬ 
partment  of  Civil  Service:  Major  Vernon 
Marlowe,  USMC,  of  Hancock  Field;  Mr. 
Herman  Vosburg,  Special  Agent  of  the 
FBI  from  Washington,  D.  C.;  and 
Reverend  Brother  C.  Cornelius,  F.S.C., 
Ph.D.,  Principal  of  St.  Patrick’s  High 
School,  Newburgh.  "The  Stardusters” 
band  of  the  Baldwinsville  Academy  and 
Central  School  furnished  dinner  music 
at  the  banquet.  The  meeting  was  under 
the  general  chairmanship  of  Mrs.  Mary 
VanderBerg. 

The  Executive  Committee  of  the 
State  Association  also  met  in  October. 
Committee  members  present  decided  to 
work  on  the  project  of  a  handbook  for 
educational  secretaries,  and  each  agreed 
to  make  note  of  the  time  of  year  when 
certain  duties  are  performed  so  that  a 
master  schedule  can  be  worked  out. 

Northwestern  University  and  Martha 
Luck  have  acquired  a  new  registrar,  in 
the  person  of  Yvonne  Boulia,  a  member 
of  the  New  York  Association. 

OREGON 

Oreyon  Tribal  Topics  is  a  very  attrac¬ 
tive  publication,  adorned  by  "Ollalie 
Oregon”  as  cover  girl.  It  contains  en¬ 
tertaining,  practical,  and  newsy  articles. 
Winnie  Bolinger  of  Eugene  deserves 
compliments  for  her  work  as  editor. 

Recent  issues  have  had  articles  on 
dictation,  handling  the  mail,  telephone 
techniques,  and  "trials  and  tribulations.” 
The  following  article  was  written  by  an 
“Administrator  who  prefers  to  hide  his 
light  under  a  bushel  and  write  anony¬ 
mously.” 

“WIGWAM  SECRETARIES” 
by 

Little  Chief  Anonymous 

“Chief  and  little  Chief  havem  two 
Squaw  secretaries.  Alla  time  big  help 
in  Bethel  Wigwam. 

“Number  One  Squaw  countum  wam¬ 
pum,  makem  books  balance,  makem 
tribal  members  happy  on  wampum  day. 
Always  know  how  much  wampum  left. 
Sometime  say  ‘no  spend.  Big  Chief.’ 
Good  job,  keepem  Chiefs  out  of  jail! 
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•‘Number  Two  Squaw  alia  time  most 
efficient.  Same  as  Number  One  only 
not  countum  wampum.  Number  Two  do 
lotta  work;  save  Big  Chief  and  Sub- 
Chief  much  time.  She  typum  fast 
smoke  signals;  new  ’lectric  ’chine.  Go 
like  &*%#%! 

“She  alia  time  answer  ’phone;  make 
mad  palefaces  happy.  Givum  right 
signal  to  Eugene  Tribe.  Paleface  alia 
time  signal  Bethel  ’Tribe  when  wantum 
Eugene  Tribe.  Me  no  under-standum. 
Number  Two  Squaw  never  mad;  ugh, 
good! 

“Chicken  tracks  say  what  Big  Chief 
say.  Big  Chief  talk  much;  little  Chief 
talk  more.  Number  ’Two  Squaw  use 
chicken  tracks,  ’lectric  clacker.  Send 
talk  all  over.  Other  tribes  know  what 
Chiefs  say.  Me  no  understandum  heap 
powerful  medicine. 

“Number  ’Two  Squaw  alia  time  flndum 
lost  things  in  Chief’s  pokey  box.  Little 
Chief  no  hndum  nuthin;  secretary 
flndum  all  time  things.  Heap  good! 

“Happy  time  festival  days.  Number 
’Two  alia  time  make  party;  birthday, 
holiday  big  time.  Ertra  work;  good  tribe 
spirit  heap  more  good.  Cleanum  wig¬ 
wam,  make  jingles,  fm  fra,  paint  teepee. 
Nice.  Chiefs  likum. 

“One  more  thing;  big  Chief  and  little 
Chief  havum  heap  big  problems.  Squaws 
makum  think  smart.  Chiefs  know; 
Chiefs  glad  squaws  know,  too.” 


*  *  *  « 


The  State  convention  was  held  in 
Portland  on  March  13.  Registration  and 
a  coffee  hour  were  held  simultaneously, 
preceding  the  business  session  at  the 
Oregon  Education  Association  Building. 
“Tribal  Chief”  Charlotte  Parr  presided, 
and  greetings  were  extended  by  Nellie 
Meredith,  President  of  the  Portland  As¬ 
sociation. 

The  noon  meeting  was  held  at  the 
Lincoln  High  School,  with  a  tour  of  the 
new  facilities  before  assembling  for 
luncheon.  Miss  Ruth  Halversen,  Super¬ 
visor  of  Art  for  the  Portland  Public 
Schools,  was  speaker.  Her  subject, 
which  she  illustrated,  was  “Art  in  the 
Educational  Office.” 

Concluding  session  of  the  conference 
was  an  informal  dinner  at  the  Mallory 
Hotel;  guest  speaker  was  Mr.  Marshall 
Dana,  Assistant  to  the  President  of  the 
United  States  National  Bank. 


Portland 

Activities  and  accomplishments  of  the 
Portland  Association  of  Educational 
Secretaries  during  the  past  year  were 
reviewed  in  a  “reminiscing”  message 
from  the  President.  Following  are  ex¬ 
cerpts  from  Nellie  Meredith’s  letter  to 
members : 

“Just  a  year  ago,  during  Christmas 
vacation,  a  group  of  secretaries  working 
with  the  Secretarial  Affairs  Committee, 
sparked  the  oft-repeated  request  for  a 
vacation  with  pay.  Many  long  hours 
were  spent  during  the  holiday  vacation 
(even  into  the  ‘wee  small  hours’)  to  put 
into  effect  the  present  working  sched¬ 
ule  for  secretaries. 

“Results?  Yes,  we  are  now  paid  for 
all  school  holidays,  Christmas  and 
Easter  vacation.  Up  until  this  Fall 
we  were  required  to  work  220  days.  ’The 
number  of  working  days,  of  course,  will 
vary  from  year  to  year,  but  we  will  al¬ 
ways  receive  a  full  check  for  each  of 
ten  months,  regardless  of  the  number 
of  days  school  is  in  session.” 

“The  By-Laws  Revision  Committee 
put  much  time  and  effort  to  make  it 
possible  for  the  association  to  further 
professional  standards  by  changing  the 
name  of  the  association  to  ‘Portland 
Educational  Secretaries’  Association.’ 
Other  worthwhile  and  important  re¬ 
visions  and  amendments  were  made  to 
promote  a  stronger  and  better  associa¬ 
tion.” 

“The  Secretarial  Affairs  Committee 
has  been  working  in  conjunction  with 
the  Principal’s  Professional  Affairs 
Committee  on  the  proposals  for  the 
allocation  and  forecast  of  secretarial 
time.  ’This  has  not  been  acted  on  by 
the  Administration,  however,  we  hope 
to  have  some  information  to  tell  you 
before  long. 

‘”1110  Educational  Secretaries  have 
been  accepted  as  members  of  the  Oregon 
Education  Association.” 

PENNSYLVANIA 

Officers  of  the  Pensylvania  State  As¬ 
sociation  of  Educational  Secretaries  for 
this  year  have  been:  President,  Anna 
Miller,  Aliquippa;  Vice-President,  Esther 
Duretz,  Philadelphia;  Corresponding 
Secretary,  Jamesina  R.  Burke,  Phila¬ 
delphia;  Recording  Secretary,  Fernly 
Roebuck,  Hairisburg;  Treasurer,  An¬ 
toinette  R.  Donato,  Dunmore.  Executive 
Committee  members  are  Geraldine  Fry, 
New  Castle;  Betty  D.  Kiefifer,  Pitts¬ 
burgh;  Catherine  E.  Haughton,  Reading; 
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and  Jean  Schulz,  Coraopolis.  Newslet¬ 
ter  editor  is  Betty  Gula,  Pittsburgh. 

The  Sixteenth  Annual  Dinner  and 
Business  Meeting  was  held  in  Harris¬ 
burg  in  late  December.  An  important 
item  on  the  agenda  was  a  constitution 
revision  to  provide  that  the  annual 
meeting  be  held  in  May.  The  next 
meeting — in  May — will  be  held  in  Pitts¬ 
burgh. 

Fayette  County 

A  social  in  February  and  a  Spring 
“boss  night”  have  been  activities  of  the 
Fayette  County  group.  Officers  are: 
President,  Lorraine  Young;  Vice-Presi¬ 
dent,  Sally  Caromano;  Secretary, 
Kathryn  Bartuch;  Treasurer,  Frances 
Kermarchy ;  Executive  Committee : 
Elaine  Mascioli  and  Dolores  Serinko. 
Elsie  Cupelli  is  past  president. 

Mercer  County 

The  Mercer  County  Association  of 
Educational  Secretaries  w'as  organized 
in  November,  1953  with  thirty  girls  at 
the  initial  meeting.  The  following  of¬ 
ficers  were  selected:  Chairman,  Bymece 
Esler,  Sharon;  Vice-Chairman,  Nancy 
DuMars.  Greenville;  Secretary,  Arlene 
Siege,  Sharon;  Treasurer,  Rose  Casti- 
glione,  Farrel. 

Plans  called  for  adoption  of  the  con¬ 
stitution  and  by-laws  at  a  February 
meeting  in  Grove  City  and  a  dinner 
meeting  to  be  held  in  March  or  April. 

Best  wishes  to  this  newest  group  in 
the  state! 

Philadelphia 

First  project  of  this  year  was  an  ap¬ 
peal  to  the  Board  Members,  at  the  an¬ 
nual  open  budget  meeting,  for  equaliza¬ 
tion  of  the  present  work-load  by  intro¬ 


ducing  a  new  classification  of  Junior 
Secretary.  Unfortunately,  the  request 
was  not  granted  but  further  efforts  will 
be  made. 

The  Annual  Tea  in  November  intro¬ 
duced  newly-appointed  secretaries  to 
their  co-workers  and  to  administrators. 
This  event  was  held  in  the  Administra¬ 
tion  Building. 

The  Annual  Open  Business  Meeting 
was  held  on  March  18,  and  the  associa¬ 
tion  participated  in  Schoolmen’s  Week 
in  April. 

Pittsburgh 

Speaker  for  the  February  meeting  of 
the  Pittsburgh  Association  of  Educa¬ 
tional  Secretaries  was  Miss  E.  Virginia 
Perry,  director  of  the  cerebral  palsy 
program  being  conducted  in  the  local 
schools.  She  explained  the  program  and 
gave  much  valuable  information  about 
the  affliction. 

Continuing  the  series  of  monthly  in- 
service  training  meetings,  employe  rec¬ 
ords  and  purchasing  procedures  were 
discussed  at  the  January  and  February 
sessions.  Co-chairmen  of  the  In-Service 
Training  Committee  are  Betty  D.  Kieffer 
and  Frances  Stephan. 

The  Social  Committee,  headed  by 
Margaret  Wemtz,  has  revived  the  idea 
of  canasta  parties  at  the  homes  of  mem¬ 
bers.  Each  guest  pays  75<!  to  the 
hostess,  of  which  25(!  is  used  for  re¬ 
freshments  and  50(i  contributed  to  the 
delegate  fund.  According  to  Keyboard 
Kapers,  “Sometimes  there  isn’t  much 
card  playing,  but  remember  many  a 
tough  problem  has  been  ironed  out  at 
these  parties.” 

Pittsburgh  secretaries  are  eligible  for 
membership  in  a  new  group  insurance 
plan.  The  Board  contributes  along  with 
the  payroller. 


FILE  IT  RIGHT 

NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES.  NATIONAL 
EDUCATION  ASSOCIATION,  WASHINGTON,  D.  C,:  NATIONAL  EDUCATION 
ASSOCIATION,  1201  16TH  ST.,  N.W.  1953,  73  P.  $1.50. 


Nancy  National,  the  heroine  in  this 
publication,  is  the  educational  secre¬ 
tary,  par  excellence — the  one  you  have 
been  looking  for  all  these  years.  She 
is  the  brain  child  of  the  Filing  Manual 
Committee  and  300  field  consultants. 
She  will  help  administrators,  teachers 
and  secretaries  to  build  and  maintain 


filing  systems  that  really  work — ones 
that  decrease  labor,  increase  efficiency, 
and  preserve  good  tempers. 

In  only  19  pages,  Nancy  outlines  the 
way.  She  discusses  principles  for  the 
sound  administration  of  educational  rec¬ 
ords.  She  tells  where  various  files 
should  be  kept  and  when  the  work 
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should  be  done.  She  even  answers  such 
imponderables  as  “How  long  should  rec¬ 
ords  be  kept?”  Interspersed  appro¬ 
priately  are  “Timely  Tips,”  “Mindful 
Memos,”  and  Pat  Kale's  illustrations, 
each  a  story  in  itself! 

In  the  last  54  pages,  Nancy  submits 
a  map  to  educational  secretaries  who 
would  like  to  chart  a  way  out  of  being 
“Lost  in  the  Files.”  This  map  is  a  com¬ 
plete  blueprint,  proposing  subject  classi¬ 
fications,  an  alphabetical  index,  £ind 
basic  cross-filing  procedures.  Sugges¬ 


tions  for  tailoring  the  entire  operation 
precisely  to  your  needs  puts  on  that  final 
touch. 

The  administration  of  records  must 
keep  pace  with  the  rapid  growth  of  stu¬ 
dent  body,  staff  members,  and  the  com¬ 
plexity  of  expanding  curricula  and 
services.  This  is  the  manual  that  edu¬ 
cational  ofiSces  have  long  awaited! — 
(National  Elementary  Principal,  De¬ 
cember  1953  and  California  School  Em¬ 
ployee  March  1954.) 


T.  E.  S.  A.  CONVENES 


The  132  educational  secretaries  who 
attended  the  fourth  annual  convention 
of  the  Texas  Educational  Secretaries 
Association  at  San  Antonio  on  March 
13,  learned  that  their  membership  had 
more  than  doubled  under  the  leader¬ 
ship  of  Mrs.  Newell  Burke  of  Freeport 
during  the  past  year. 

Highlight  of  the  convention  was 
Martha  Luck’s  inspiring  and  en¬ 
couraging  talk  which  resulted  in  our 
setting  for  one  of  our  next  year’s 
goals,  100%  membership  in  the  three 
educational  secretaries’  professional  or¬ 
ganizations.  Another  goal  is  a  section 
for  educational  secretaries  in  each  of 
the  eleven  districts  of  the  Texas  State 
Teachers  Association. 

Officers  elected  to  serve  under  Mrs. 
Burke  in  her  second  year  as  president 
are :  First  Vice  President,  Mrs.  Ada 
Childers,  Houston;  Second  Vice  Presi¬ 
dent,  Mrs.  Alma  Brewer,  Highland 
Park,  Dallas;  Recording  Secretary, 
Mrs.  Helen  Bechtel,  Corpus  Christ! ; 
Corresponding  Secretary,  Mrs.  Phyllis 
McMillan.  Freeport;  Treasurer,  Ro- 
mayne  Haggard,  Houston;  Members-at- 
large:  June  Fuller,  Sherman;  Mrs. 
Sarah  Gallagher,  Fort  Worth;  Mrs. 
Winifred  Huebner,  San  Antonio;  Mrs. 
Margaret  McKinney,  Uvalde;  and  Miss 
Katherine  Metcalf,  Amarillo. 

The  gratitude  of  all  those  who  at¬ 
tended  the  convention  goes  to  those 
charming  hostesses,  the  San  Antonio 
members,  who  planned  and  carried 
through  so  effectively  the  entire  con¬ 
vention. 

At  the  cordial  invitation  of  the 
Corpus  Christ!  members,  that  city  was 
selected  for  the  1955  convention. 

The  first  Institute  for  Educational 
Secretaries  was  held  at  Longwood  Col¬ 


lege,  Farmville,  Virginia  on  April  9,  10 
and  11.  The  fifty-nine  enrollees  from 
all  sections  of  the  state  included  clerks 
of  Boards,  employees  of  the  State  De¬ 
partment  of  Education  as  well  as  ad¬ 
ministrative  and  school  secretaries. 

The  program  combined  excellent  in¬ 
struction  under  the  direction  of  Dr.  M. 
L.  Landrum,  Head,  Business  Education 
Department  of  Longwood,  as  well  as 
fun  and  relaxation.  Dr.  Dabney  S.  Lan¬ 
caster,  President  of  the  College,  was 
guest  speaker  at  dinner  on  Saturday 
night  at  which  time  Mr.  Ray  E.  Reid, 
Assistant  Superintendent  of  Public  In- 
stniction,  was  a  guest. 

In  an  atmosphere  which  stimulated 
a  professional  outlook,  the  secretaries 
were  led  to  see  greater  opportunities 
for  rendering  service  to  the  public 
schools  of  the  state.  The  possibility  of 
an  even  finer  Institute  was  foreseen  as 
Dr.  Lancaster  invited  the  Virginia  As¬ 
sociation  of  Educational  Secretaries  to 
return  to  the  Longw’ood  Campus  next 
year. 

At  a  meeting  of  the  Executive  Com¬ 
mittee,  held  during  the  Institute,  plans 
for  a  meeting  in  the  fall  which  will 
take  the  state  group  to  Williamsburg, 
Virginia  for  a  pilgrimage  and  an  an¬ 
nual  meeting  were  set  in  motion  with 
great  enthusiasm.  The  fact  that  mem¬ 
bership  in  the  organization  is  growing 
rapidly  is  a  stimulus.  Fifteen  new 
members  were  added  at  the  Institute. 


Gratitude  is  the  art  of  receiving  grace¬ 
fully  and  of  extending  sincere  apprecia¬ 
tion  for  every  kind  and  thoughtful  act, 
either  great  or  small,  that  is  shown  us. 
Nothing  brightens  our  own  life  and  that 
of  others  like  an  expression  of  gratitude. 
— The  Missouri  School  Secretary. 
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PERSONALITIES 


When  we  attend  a  meeting  of  edu¬ 
cational  seci’etaries,  or  a  workshop  or 
institute,  and  really  get  a  lift  from  the 
speakers  and  from  our  contacts  with 
other  educational  secretaries,  we  seldom 
pause  to  think  about  the  persons  who 
did  the  work  necessary  to  organize  and 
produce  the  sessions.  It  really  takes 
the  wholehearted  efforts  of  many  per¬ 
sons  to  keep  an  organization  running 
constructively  and  benefiting  its  mem¬ 
bers. 

The  pioneering  gals  who  helped  or¬ 
ganize  and  pilot  the  educational  secre¬ 
taries’  associations — local,  state  and  na¬ 
tional  —  certainly  deserve  a  vote  of 
thanks  from  all  of  us.  They  have  made 
the  work  of  present  officers  and  commit¬ 
tee  members  easier  for  their  early 
efforts. 

Maine  secretaries  have  taken  the  lead 
in  honoring  Maiion  Stone  of  Augusta 
who  was  responsible  for  the  foundation 
of  their  organization.  Marion  was  the 
first  secretary-treasurer  of  the  MESA 
and  served  in  that  capacity  from  1937 
when  the  association  was  organized. 
She  edited  and  issued  the  first  bulletin  of 
the  association  and  continued  to  pro¬ 
duce  it  three  times  a  year  for  many 
years.  The  February  1954  issue  of  the 
Maine  Bulletin  was  dedicated  to  Marion. 
Hurrah  for  Marion — and  for  Maine! 

State  and  local  associations  seem  to 
be  concentrating  on  improving  the  looks 


and  woith  of  their  bulletins  or  news¬ 
letters.  Several  of  them  have  really 
clever  art  work  as  well  ‘  as  l  emai  kable 
news  coverage  of  their  members’  doings. 

News  of  meetings  indicates  that  a 
real  effort  is  being  made  to  improve 
professionally.  ’The  sessions  are  serious 
ones  and  have  topnotch  superintend¬ 
ents,  board  members,  and  professors  on 
the  programs.  Real  help  and  inspira¬ 
tion  comes  to  those  who  attend. 

Fun,  too,  and  goodfellowship  are  other 
dividends  of  attending.  We  all  push 
along  all  year  round  with  the  work  in 
our  own  offices  with  little  thought  of 
others  who  do  the  same  type  of  work 
and  have  the  same  type  of  problems. 
Then  comes  a  local,  state,  or  national 
conference  and  we  experience  the  joy 
of  sharing  our  pleasure  and  problems 
with  other  secretaries  who  come  to  be 
real  friends  and  whom  we  look  foi-ward 
to  seeing. 

The  May  issue  of  The  National  Edu¬ 
cational  Secretary  comes  to  us  at  year’s 
end  when  our  local  and  state  associa¬ 
tions  have  completed  their  programs  and 
our  school  year  is  almost  completed.  Not 
so  the  activities  of  NAES.  Now  is  the 
time  for  us  to  look  forward  to  our  an¬ 
nual  national  convention  and  to  insti¬ 
tutes  and  workshops  throughout  the 
summer  months. 

Educational  secretaries  will  trek  east 
and  west  to  the  convention  and  to  the 
several  institutes  with  anticipated  pleas¬ 
ure  and  profit  to  each  individual.  Cer¬ 
tainly  the  local  school  and  other  edu¬ 
cational  offices  will  benefit  from  the 
knowledge  and  enthusiasm  which  will 
come  back  with  the  secretaries  who  have 
sallied  forth  in  search  of  wisdom  and 
fellowship. 

That  I  will  see  many  old  friends  and 
make  new  ones  at  Eugene,  Oregon  in 
July  is  the  hope  and  wish  of 

Your  columnist, 
Marie  M.  Beatty 
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